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Overview of the CATSYS 4.0 User Guide

The CATSYS 4.0 system is composed thfee parts: théMILITARY component, the
CIVILIAN component,and theTOPCAT component which compartee military and civilian
survey results.

MILITARY and CIVILIAN are equivalenprograms;the only differencesbetween the
two programsare the actual surveiems usedand thesubgroups used ithe analyses (e. g.,
military paygrades vs. civilian GS/GM leveldAll computer commandsre thesame forthe two
programs.

The sectionghat refer toMILITARY and CIVILIAN are for usevith boththe military
and the civilian programs. Where there are major differences betweprognamsthe heading
will state towhich programthat subsection relates. When tbemmands to be used are
equivalent but the screens are different, scréem both MILITARY and CIMLIAN will be
shown and the program name and icon will be indicated.

Throughout this User Guide, the following names will be used:

o CATSYS - refers to version 4.0 containiriige MILITARY, CIVILIAN, and TOPCAT
programs.

* MILITARY - refers to theMILITARY program in CATSYS 4.0; this is used to collect
and analyze survey data from the military personnel at a command.

* CIVILIAN - refers to the CIVILIANprogram inCATSYS4.0; this is used to collect and
analyze survey data from the civilian personnel at a command.

 MILITARY/CIVILIAN - refers to the parts of thBIILITARY program and the
CIVILIAN program that are equivalent.

e TOPCAT - refers to theTOPCAT program inCATSYS 4.0; this prograntakes the
surveydata collected iMILITARY andCIVILIAN, and compares responses tocd?e
common items (items that local commands add are not compared).
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Description of the Command Assessment Team Survey System (CATSYS)

The Command Assessment Team Survey SygEATSYS 4.0) is a menu-driven
computer survey system used to measure an organization’s climate for equal opportunity (EO),
sexual harassmef®H), and other related areas. The syssmsistshe user irconducting the
major steps ofthe surveyprocess: administration, analysis, and presentatiothefresults.
CATSYS is a self-contained program, and no additional software is needed to run it.

This User Guide describes:
e CATSYS computer requirements
¢ |Installation procedures
e Survey administration features
¢ Data analysis and presentation features

CATSYS 4.0 was designed to assist Command Assessment Team (CAT) members in
conductingthe survey portion of an equal opportunity assessmeéimder the Command
Managed Equal Opportunity (CMEQO) program, regular command assessamentequired.
CATSYS4.0 is an enhanced versiontbé previously release@ATSYS 2.1 andCATSYS 3.0;
however, the datéiles are notcompatible with earlier versions tiie program. The newest
version retains most dhe features of thprevious two, in addition to having a number of
modifications/improvements. Among these changes are:

» Three user-defined modules allowed.CATSYS 4.0 permitgshe user t@reate up to
three new surveynodules.eachcontaining a maximum of 6 items. Theer defines the
modules withthe code$97”, “98”, and “99.” These modules may use either “disagree-
agree,” “yes-no,” or a combination of the two scale formats. CATSYS 4.0 allows the new
items to be printed withthe standard survey, apdovidesfull graphic and tabular
analyses of all these new items.

* Revisions to the standard Command Equal Opportunity/Sexual Harassment
(CEOSH) Survey. The CEOSHhas been revised #@low for comparisondetween
military and civilian responses. CATSYS 4.0 contains military and civilian versions of the
CEOSH Survey. Commandan survey theimilitary personnel, their civilian personnel,
or bothmilitary andcivilians. A commorset ofitems is contained on bothe military
and civilian versions. Military/civilian comparisons oncare set of 2atemsare now
possible usinghe TOPCAT progranctontained on th€ATSYS4.0 diskette. In addition
to containing common itemghe military and civilian versions als@ontain a number of
unique items. Othe military survey,there are four Retention/Transitidemsand four
Discipline items. Onthe civilian survey, there aresix items dealing with work
issues/supervision and siwersity items. Athe direction of Bureau dfaval Personnel
(BUPERS) sponsorseven itemselated to extremist/hagroupsand twoitems dealing
with alcoholand sexual harassment have been added to bothilitaey and civilian
standard surveys. THEOPCAT program doesot statistically companailitary/civilian
responses to these additional nitems due tolimitations in the current software
configuration.
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Suppression of breakouts with less than eight respons@® protect theanonymity of
respondents and to reduce the chancesefs drawingnaccurate conclusions based on
a low number of response€ATSYS 4.0 does not provide breakouts for awpgroups
(e.g., men vs. women) containing lésaneight respondents. However, responses from
individuals inthesesmall subgroupsre still included in larger breakoutsThis is a
common organizational survey practice in the private sector.

Military/civilian comparisons and total command results provided. If both military

andcivilian respondenthave completed their respective surveys, T CAT program
can be used to compandlitary/civilian responses tthe core set of 22common items
on the survey. To dthis the usemust downloadhe military data to aloppy diskette
using an option on MILITARY and download the civilian data to a flaggiyg anoption

on CIVILIAN. After TOPCAT is installed(see instructions belowjhe military and
civiian files are uploaded tGOPCAT. Once analyzed(using the BUILD

GRAPHS/SUMMARY TABLES menu), the user is providedith military/civilian

comparisons as well as gendaGe, andverall results fothe combined military/civilian
sample. Military/civilian comparisonisetween newtems that local users adére not
possible.
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Hardware Requirements for the System

A database management system (dBASE Il Plus, version 1.1), the NANTUCKET Clipper
Compiler,and dGEgraphics (version 4) were used to develHTSYS 4.0, but are not needed
to run the surveyprogram. Tooperate thesystem,the usershould be familiar with basic
microcomputer operating procedures.

CATSYS 4.0 was designed to operate with:

* IBM-compatible 386 or higher computer (it will run slowly on a 286)
* MS-DOS or PC-DOS (version 3.2 or higher)
* Minimum of 640K of basic RAM
» Hard drive with 10 Mbytes or more of free space
* An enhanced graphics color monitor
* An enhanced graphics video card
* A printer (HP LaserJet, Epson dot-matrix, or Alps P2000 compatible)
CATSYS needs 640K of basiRAM to operate. |If there is nagnough basic RAM

available the systemwill return you to thédOS prompt. CATSYS 4.0 is compatible witlhoth
Windows 3.1/3.11 and Windows 95.

NOTE

Memory resident programs or networks that
use some of the basic 640K of RAM may
cause CATSYS to crash even though more
RAM is available in extended or expanded
memory. You may need to edit the
AUTOEXEC.BAT file to “free up” the
needed 640K of basic RAM. Get help from
your computer support people if you are
unfamiliar with how to do this.
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Installing CATSYS 4.0

The CATSYS 4.0 diskette contains thr@eograms - MILITARY, CIVILIAN, and
TOPCAT - on a singlaliskette. MILITARY is used to inpuand analyze responses to the
military version ofthe Command Equal Opportunity/Sexual Harassment (CEOSH) Survey.
CIVILIAN is used to inputand analyze responses to tinlian version ofthe CEOSH Survey.
TOPCAT is a program that reads in the data files from MILITARY and CIVILIAN and compares
the results.

Files fromthe CATSYS 4.0 diskette must be transferredtiioee separate directories on
the hard drive of your computer. To save spacefildeonthe CATSYS4.0 diskette are stored
in compressed form and must be uncompressed using the procedures described below.

In order to use all functions of CATSYS 4&ll,threeprograms (MILITARY, CIVILIAN,
and TOPCAT) must be loaded. However, if you dot need to dMILITARY/CIVILIAN
comparisons, the system will run with just MILITARY or CIVILIAN loaded, depending upon the
needs of the command.

NOTE

It is a good idea to check your PC and the
CATSYS 4.0 program diskette for computer
viruses before installation.

The instructions assuntieat the hardirive is labeled C: anthe diskettadrive is labeled
A: on your computer. If this isot the case, substitute the approprdéatee designation in the
command lines below. Words that are underlined indicate what should be typed at each step.
Before loading the programs:
« Stepl: Turn on the computer (boot the system).

e Step2: Go tothe DOS prompt.

« Step 3: Change the system prompt to display the directory path as part of the jpifampt
doesn't already) by typing:

C>prompt $p$genter>

The prompt should now appear as C:\>



CATSYS 4.0 User Guide, page 6

The following instructions are for loading each of the three programs onto your computer.
If you will not bedoing any MILITARY/CIVILIAN comparisons, yowshould load only the
program(s) (MILITARY or CIVILIAN) that you need.

NOTE

Each program (MILITARY, CIVILIAN,
TOPCAT) must be installed in separate
directories as described below. Installing all
three programs into the same directory will
overwrite components of the programs
causing errors when the programs are run.

To install MILITARY do the following:

 Step 1:

e« Step 2:

 Step 3:

» Step 4:

From the root directory on the C: drive create a new directory by entering:
C:\>mdmilitary <enter>

Then change to the new directory by entering:
C:\>cd\military<enter>

Put the CATSYS 4.0 diskette in the floppy drive.

To load files from the CATSYS 4.0 diskette enter:
C:\MILITARY>a:military <enter>

Files will then be loaded into the C:\MILITARY directory.

e Step 1.

o« Step 2:

« Step 3:

o Step 4:

I]]]] To install CIVILIAN do the following:

From the root directory on the C: drive create a new directory by entering:
C:\>mdcivilian <enter>

Then change to the new directory by entering:
C:\>cd\civilian<enter>

Put the CATSYS 4.0 diskette in the floppy drive.

To load files from the CATSYS 4.0 diskette enter:
C:\CIVILIAN>a:civilian <enter>
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Files will then be loaded into the C:\CIVILIAN directory.

@ To install TOPCAT do the following:

 Step 1: From the root directory on the C: drive create a new directory by entering:
C:\>md topcat <enter>

« Step 2. Then change to the new directory by entering:
C:\>cd\topcat <enter>

e Step 3. PuttheCATSYS 4.0 diskette in the floppy drive.

e Step4:. To load files from the CATSYS 4.0 diskette enter:
C\TOPCAT=:topcat <enter>

Files will then be loaded into the C\TOPCAT directory.

NOTE

The TOPCAT program is only used to
compare MILITARY and CIVILIAN survey
responses to a core set of 22 survey items (i
will not compare user-defined items). It
requires that both military and civilian
survey data have been gathered first.
Remember, you can only use TOPCAT after
you have used both MILITARY and
CIVILIAN.
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NOTE

If your hard drive is not C:, the batch files
(MILITARY.BAT, CIVILIAN.BAT,
TOPCAT.BAT) will need to be edited before
running CATSYS. Use any text editor to do
this. The line containing

c:\military\nprdcmil, c:\civilian\nprdcciv _, or
c:\topcat\nprdctop will need to have the C:

changed to your hard drive designation (e.g.,
D:, E:). Save the changes to the .BAT file.
The programs are now ready to run off your
hard drive.

CATSYS 4.0 is now ready to operate.

NOTE

If the system displays OPEN ERROR,
CONTINUE? (N) when started or while
running, change the CONFIG.SYS file to

include:
FILES =50
BUFFERS = 15

You can make these changes to the
CONFIG.SYS file by editing it with any text
editor or word processor. Once changed, yo
need to reboot the computer to have the ne
settings become effective.
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Creating CATSYSIconsin Windows 3.1/3.11

While CATSYS is written for DOS, it can be run through the Windows 3.1/3.11 and
Windows 95 environments. Once the CATSY S programs are installed on the hard disk as
described above, new items can be created in one of the Windows groups. To do this in
Windows 3.1/3.11.:

Step 1.  Start Windows.

Step 2. Open the Program Manager if it is not already open.

Step 3:  Under the File Menu, select New.

Step 4. Select Program Group and then click on OK.

Program Manager

File

Options WWindow Help

Cancel

) Program Item

Step 5:  Type CATSY S 4.0 on the description line and click on OK.

Program Manager

File

Options Window Help

= Program Group Properties

Dezcrnphion: | CATSYS 4.0 |
|

114

Cancel I

Group File: |

The CATSY S 4.0 window will then be the open window.
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To add the MILITARY icon to the window:

Step 1.  Under the File Menu, select New.

Step 22 Select Program Item and then click on OK.

=-| Program Manager
File Options Window Help

= Mew Program Object

Hew
O Program Group

Cancel

® Program ltem:

Step 3:  Type MILITARY on the description line, military.bat on the command line,
and c:\military on the working directory line.

=| Program Manager
File Options WWindow Help
= Program ltem Properties
Description: | MILITARY I Ok I

Working Directory: |t::\militar_|,-

|

Command Line: |military.hat |
|
|

Shortcut Key: |Nnne Browse...

O Bun Minimized Change lcon...

il

Step 4. Select Change Icon.
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NOTE

When you first attempt to change the icon,
you may get a message that says:

There are no icons available for
the specified file.

Y ou can choose an icon from those
available for Program M anager .

If this happens, click on OK and continui
with step 5.

Step 5:  Type c:\military\military.ico <enter> on the File Name line, and then select the
icon and click on OK.

=| Program Manager
File Options WWindow Help

=-| Program ltem Properties

Cancel

[ Bromse...|

Browse._ ..

Step 6:  Select OK in the Program Item Properties.

MILITARY will then be anitem in the CATSY S 4.0 window.
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I]]]] To add the CIVILIAN icon to the window:

Step 1.  Under the File Menu, select New.
Step 22 Select Program Item and then click on OK.

Step 3:  Type CIVILIAN on the description line, civilian.bat on the command line, and
c:\civilian on the working directory line.

Step 41 Select Change Icon. Theicon message may again appear. Click on OK if it
does.

Step 5:  Type c:\civilian\civilian.ico <enter> on the File Name line, and then select the
icon and click on OK.

Step 6:  Select OK in the Program Item Properties.

CIVILIAN will then be an item in the CATSY S 4.0 window.

@ To add the TOPCAT icon to the window:
Step 1.  Under the File Menu, select New.
Step 22 Select Program Item and then click on OK.

Step 3:  Type TOPCAT on the description line, topcat.bat on the command line, and
c:\topcat on the working directory line.

Step 41 Select Change Icon. Theicon message may again appear. Click on OK if it
does.

Step 5:  Type c:\topcat\topcat.ico <enter> on the File Name line, and then select the
icon and click on OK.

Step 6:  Select OK in the Program Item Properties.

TOPCAT will then be an item in the CATSY S 4.0 window.
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To create an icon for MILITARY in Windows 95:

Step

1: Click the Start button.

1 Windows 95

I

Mew Office Docurment

ol
B Open Office Document

Praograms
Documents
Settings
Eind

Help

Eun...

Shut Diowen, .

1@ BMePECH

Step 2:

Mew Office Document

Open Office Document

Programs

C® |

Documents

I
=
=8

I
T
=

(s Contral Panel
(& Printers
' i Taskbar...

Shut Down...

| Windows2b

|&|ERE

Point to Settings so that the submenu appears.
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CATSY S 4.0 User Guide, page 14

Click on the Taskbar option, and then the Start Menu Programs tab.

—Customize Start Menu

Taskbar Properties I

Taskbar Options | Start Menu Frograms |

F Y'ou may customize your Start Menu by
:I;E adding ar remawving items fram it.
............... R Fomave.. pyE—

—Documents Menu

o

Click the Clear button to remowve the contents
of the Documents kMenu.

Clear

(] Cancel Apply
|
i Start
Step 4.  Click on Add.
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Step 5: Type c:\military\military.bat in the Command Line and click on the Next
button.

2] %]

Taskbar Options | Start Menu Frograms |

Create Shortcut

Twpethe location and name of the item vou want to create a
shortcutta. Or, search for the item by clicking Browse.

Command line:

chmilitars military bat

Browse...

< Back Mext » Cancel

i Start
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Step 6:  Click on the New Folder button and type CATSY S4.0. Click on the Next
button.

21 x]

Taskhar Options | Start Menu Frograms |

Select Program Folder

Select folder to place shortcut in:

ﬁ Deskiop

Ej Start kenu

Frograrms
IE ACCcessories

MNew Folder...

< Back Mt > Cancel

il Start
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Step 7.  Type MILITARY asthe name of the shortcut and click on the Next button.

21 x]

Taskhar Options | Start Menu Frograms |

Select a Title for the Program

Select a name for the shortcut;

MILITARY

< Back Memt > Cancel

i Start




Step 8:
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Select the MILITARY icon and click on the Finish button.

21 x]

Taskhar Options | Start Menu Frograms |

Select an lcon

Select an icon for the shortcout;

< Back Finish Cancel

i Start

MILITARY isnow aniconinthe CATSY S 4.0 folder.

Step 1:
Step 2:
Step 3:
Step 4:

Step 5:

I]]]] To createa CIVILIAN icon:

Click the Start button.

Point to Settings so that the submenu appears.

Click on the Taskbar option, and then the Start Menu Programs tab.
Click on Add.

Type c:\civilian\civilian.bat in the Command Line and click on the Next button.




CATSYS 1.0 User Guide, page 19

Step 6:  Click on the CATSY S 4.0 folder and then the Next button. (If the CATSYS
4.0 folder has not yet been created, click on the New Folder button, type CATSY S 4.0,
and click on the Next button.)

Step 7.  Type CIVILIAN as the name of the shortcut and click on the Next button.

Step 8:  Select the CIVILIAN icon and click on the Finish button.

7] x]

Taskbar Options | Start Menu Frograms |

Select an lcon

Select an icon for the shortcut:

< Back, Finish Cancel

il Start

CIVILIAN isnow aniconinthe CATSY S 4.0 folder.

@ To create a TOPCAT icon:

Step 1.  Click the Start button.

Step 2:  Point to Settings so that the submenu appears.
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Step 3:  Click on the Taskbar option, and then the Start Menu Programs tab.
Step 4.  Click on Add.

Step 5:  Type c:\topcat\topcat.bat in the Command Line and click on the Next button.

Step 6:  Click on the CATSY S 4.0 folder and then the Next button.
Step 7.  Type TOPCAT as the name of the shortcut and click on the Next button.

Step 8:  Select the TOPCAT icon and click on the Finish button.

21 x]

Taskhar Options | Start Menu Frograms |

Select an lcon

Select an icon for the shortcout;

< Back Finish Cancel

i Start

TOPCAT isnow aniconinthe CATSY S 4.0 folder.
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Security Considerations: Access Levels

There are a number of access levels in CATSYS 4.0. Levels one aacktvastricted to
those individuals (i.e., CATSYS programmer, system managers) authorized to make basic
changes taCATSYS. Level three isdesignated folCAT membersthe primary users of this
guide. Levelthree accessllows CAT members toreate thre@iser-defined modules containing
up to 6 itemseach, make necessamodifications to open-ended questions, administer the
survey, enter the responseso the database, analyze the responses, and obtarastlles in
tabular and graphic formats. This User's Guide is written at access letlet B2vel appropriate
for CAT members. Level 4 is for data entry -- it allows individuals to enter survey responses into
the database but does not allow access to other features of the system (e.g., data analysis). Level
5 is used when respondents complete the survey directly on the computer.
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Military and Civilian Programs

Getting Started with the Military Program
After the system is installed, type the following to begin MILITARY:
» Step1l: C:\>cd\military<enter>
» Step2: C:A\MILITARY>military <enter>
The systenwill loadthe military programanddisplay a titlescreen. Iwill ask for your

login and password.This is to provide security to thesystem and prevent inadvertent or
unauthorized access to the database.

Fkkkkkkkkkkkkk

[
[}

** MILITARY ** L
[
[}

Fkkkkkkkkkkkkk

[
[
COMMAND ASSESSMENT TEAM SURVEY (C

VERSION 4.0M '

-2
—
0
=<
A
0
<
n
-
m
<

[
[}
Navy Personnel R & D Center i
[
[}

----- pPOC------ ---------e-mail-------- --DSN--- -----COM----- | |
Paul Rosenfeld rosenfel@nprdc.navy.mil 553-7658 (619)553-7658 | |
Amy Culbertson culberts@nprdc.navy.mil 553-0554 (619)553-0554 | |

USER NAME.......
PASSWORD........

Enter User Name - [Esc] to Exit

NOTE

To enter at the CAT member level, type the
following:

login: comnd
password: survey
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After logging in, the main menu will appear on the screen with the following options:

+ +
| Screen: Menu 08/16/96 |
' NAVPERSRANDCEN MILITARY CATSYS 10:32:54 |
+ +
+ +

'D - DEFINE COMMAND SURVEY !
IM - MODIFY SURVEY QUESTIONS !
IE - ENTER SURVEY RESPONSE !
!G - GENERATE REPORTS !

IS - SYSTEM UTILITIES MENU !

!Q - QUIT TO DOS !

+ +

Please Select an Option

All instructions tahe user or actiomsvailableare printed at the bottomiddle of the
screen.

There are 2 ways to make menu selections:

* Press the letter key for the option you want
d for DEFINE COMMAND SURVEY

* Move the cursor bar to the optigou want and press <enter>
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Entering Command Name and Demographics in the Military Program

The first step inrunning MILITARY is to enter themilitary demographics of the
command using the DEFINECOMMAND SURVEY submenu. Selectinghe DEFINE
COMMAND SURVEY option will result in the following screen:

+
Screen: Menu 08/16/96 |

+
|

I

! COMMAND DATA MENU 10:33:08 |
+ +

+ +
' D-DEFINE + +

'M - MODIFY !I - INPUT COMMAND DATA !

'E - ENTER S!D - QUESTIONNAIRE DESCRIPTION !
IG - GENERATIL - LIST OF COMMAND DATA !
IS - SYSTEM !Q - QUIT TO MAIN MENU !

IQ - QUIT TO+ +

+ +

Please Select an Option

Select i from the submenu. The following screen will appear:

N

+ +
| Screen: 1 08/16/96 |
i File: COMMDLOG Command Demographic Data 10:33:25 |
+ +
+ +
| Survey Title 1 :CATSYS 4.0M (ENTER COMMAND NAME ON THIS LINE) '
i Survey Title 2 :Command Equal Opportunity/Sexual Harassment Survey '
| Survey Title 3 :REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW |
I I
|
' Enter Demographic Breakdown by Percent Within this Command 1
I 1
| 1
i ETHNIC GROUP SEX RANK PAYGRADE PERCENT |
| White :100 Female :100 Enlisted:100 E1-E3 : 100 |
| Black : 0 Male : 0 Officer: 0 E4-E6 : 0 |
| Hispanic: 0 E7-E9 : 0 |
i Asian/Pac: 0 Wi-w4 : 0 |
1o Isl 01-03: 0 |
! 04-06 : 0 !
i Printer Selection for Graphs i
i Printer Type :01 HEWLETT PACKARD LASERJET '
I 1
+ : +
Edit Quit

This screen is used to enter a command name and a date for the survey, demdgtaphic
about themilitary portion ofthe command, anthe type of printer you have (very important!).
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Completingthe demographiadatarequiresthat you determine the percentages of active-duty
personnel in thecommand withinthe following categories: Ethnic Group (White, Black,
Hispanic, Asian/Pacific Islander), Sex (female or male), Rank (enlisted or officer), and Paygrade.

NOTE

Because of current limitations on the
program, demographic breakouts for Native
Americans and Others are not available.
However, responses from individuals in thes
groups are included in other survey
breakouts such as gender, paygrade, etc.

MILITARY uses the following Paygrade groupings: E-1 through E-3, E-4 through E-6, E-
7 through E-9, W-1 through W-4, O-1 through O-3, and O-4 through Qks information
should be available through the administrative/personnel officer at the command.

NOTE

Civilian responses CANNOT be entered into
the MILITARY program. Civilian responses
must be entered into the CIVILIAN program
in the C:\CIVILIAN directory.

The title and other informatiothat you first see onthe COMMAND UNIQUE
DEMOGRAPHICDATA screen are "defaultvalues. This screenshould be modified by the
CAT to include information (e.g., commanthme, date) relevant to thgpecific survey
administratiorthat isbeingdone. To add or change information, press e for edit (notice options
at the bottonmiddle ofthe screen).The cursohighlight bar will appear on thdirst "Survey
Title" line. Information such ahe name of theommand and survegate can be entered on
Survey Title lines 1 through 3. On Survey Title line 3, a remindéce appears which says,
"ENTER COMMAND-SPECIFIC INFO AND SET PRINTERELOW." To change the default
demographics presenter> oruse the cursor/arrow keys to advance to the livext If you do
not knowthe demographic breakout ¢tfie command at this time, yatan advancérough the
fields by pressing <enter>, or using the cursor/arrow keys to move down.
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NOTE

Remember to enter the name of your local
command on survey title line 2, and delete
the reminder on survey title line 3.
Otherwise, these reminders will appear at th
beginning of the survey.

CATSYSrequireseachdemographic group (e.g., ethnic group, gender) total to be 100%.
The default valuesare not real values andghould be changed bthe CAT to fitthe local
command's demographics. thie exacdistributionsare notkknown, theyshould be estimated so
that they add to 100%.

Getting Started with the Civilian Program

After the system is installed, type the following to begin CIVILIAN:
« Stepl: C:\>cd\civiian<enter>

« Step2: C:\CIVILIAN>civilian <enter>
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The system will load the program and display a $itleeen. Iwill ask for yourdogin and
password. This is toprovide security to theystem and prevent inadvertent or unauthorized
access to the database.

*kkkkkkkkkkkkk |
1

1

1
** CIVILIAN ** L

*hkkkkkkkkkkkkk [

1

[}
COMMAND ASSESSMENT TEAM SURVEY (CATSYS) SYSTEM L
VERSION 1.0C L

I
Navy Personnel R & D Center '
Paul Rosenfeld rosenfel@nprdc.navy.mil 553-7658 (619)553-7658 | |

Amy Culbertson culberts@nprdc.navy.mil 553-0554 (619)553-0554 | |
+ + |
1
1
I

USER NAME.......
PASSWORD........

Enter User Name - [Esc] to Exit |

NOTE

To enter at the CAT member level, type the
following:

login: comnd
password: survey
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The main menu will appear on the screen with the following options:

+ +
| Screen: Menu 08/16/96 |
! NAVPERSRANDCEN CIVILIAN CATSYS 11:08:35 |
+ +
+ +

'D - DEFINE COMMAND SURVEY !
'M - MODIFY SURVEY QUESTIONS !
IE - ENTER SURVEY RESPONSE !
!G - GENERATE REPORTS !
IS - SYSTEM UTILITIES MENU !
IQ - QUIT TO DOS !

+ +

Please Select an Option

All instructions tahe user or actiomsvailableare printed at the bottomiddle of the
screen. There are 2 ways to make menu selections:

* Press the letter key for the option you want
d for DEFINE COMMAND SURVEY

» Move the cursor bar to the option you want and press <enter>
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Entering Command Name and Demographics in the Civilian Program

The first step in running CIVILIAN is tenter thecivilian demographics ahe command
using the DEFINE COMMANLCSURVEY menu. Selectinhe DEFINECOMMAND SURVEY

option will result in the following screen:

+
Screen: Menu 08/16/96 |

COMMAND DATA MENU 11:24:21 |
+

R

+ +
' D-DEFINE + +

'M - MODIFY !I - INPUT COMMAND DATA !

'E - ENTER S!D - QUESTIONNAIRE DESCRIPTION !
!G - GENERATIL - LIST OF COMMAND DATA !

'S - SYSTEM !Q - QUIT TO MAIN MENU !

'Q - QUIT TO+ +

+ +

Please Select an Option

Select i from the submenu. The following screen will appear:

+ +
| Screen: 1 08/16/96 |
i File: COMMDLOG Command Demographic Data 11:24:44 |
+ +
+ +
| Survey Title 1 :CATSYS 4.0C (ENTER COMMAND NAME ON THIS LINE) '
| Survey Title 2 :Command Equal Opportunity/Sexual Harassment Survey !
i Survey Title 3 :REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW |
I I
I
' Enter Demographic Breakdown by Percent Within this Command '
I 1
I 1
i ETHNIC GROUP  SEX PAY CATEGORY/CLASSIFICATION PERCENT |
i White :100 Female :100 GENERAL SCHEDULE 1-4 : 100 |
| Black : 0 Male : 0 (GS,GM,GG,GJW.,etc) 5-8: 0 |
| Hispanic: 0 9-12 : 0 |
i Asian/Pac: 0 13-15 : 0 |
1o Isl WAGE SYSTEM 1-4: 0 |
' (WG,WS,WL,WD,WN,etc) 5-8 : 0 |
i Printer Selection for Graphs 9-12 : 0 |
i Printer Type : 01 HEWLETT PACKARD LASERJET 13-15 : 0 |
I 1
" : +
Edit Quit

NN,
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This screen is used to enter a command name and a date for the survey, demdgtaphic
about thecivilian portion ofthe command, andhe printer type.Completingthe demographic
data requires that you determine the percentages of civilian personnetonthmand within the
following categories: Ethnic Group (White, Black, Hispanic, Asian/Pacific Islar8exffemale
or male), and Pay Category/Classification.

NOTE

Because of current limitations on the
program, demographic breakouts for Native
Americans and Others are not available.
However, responses from individuals in thes
groups are included in other survey
breakouts such as gender, paygrade, etc.

CATSYS usesthe following Pay Category/Classification: General Schedule 1-4, 5-8, 9-
12, and 13-15; and Wage System 1-4, 5-8, 9-12, and 13-15. This information should be available
through the Personnel or Human Resources office at the command.

NOTE

Military responses CANNOT be entered into
the CIVILIAN program. Military responses
must be entered into the MILITARY
program in the C:\MILITARY directory.

The title and other informatiothat you first see onthe COMMAND UNIQUE
DEMOGRAPHICDATA screen are "defaultialues. This screenshould be modified by the
CAT to include information (e.g., commanmthme, date) relevant to thgpecific survey
administratiorthat isbeingdone. To add or change information, press e for edit (notice options
at the bottonmiddle ofthe screen).The cursohighlight bar will appear on thdirst "Survey
Title" line. Information such ahe name of theommand and survegate can be entered on
Survey Title lines 1 through 3. On Survey Title line 3, a reminddce appears which says,
"ENTER COMMAND-SPECIFIC INFO AND SET PRINTERELOW." To change the default
demographics press <enter>, or use the cursor/arrow keys to advance to timenékiyou do
not knowthe demographic breakout ¢fie command at this time, yatan advancérough the
fields by pressing <enter>, or using the cursor/arrow keys to move down.



CATSYS 4.0 User Guide, page 31

NOTE

Remember to enter the name of your local
command on survey title line 2, and delete
the reminder on survey title 3. Otherwise,
these reminders will appear at the beginning
of the survey.

CATSYSrequireseachdemographic group (e.g., ethnic group, gender) total to be 100%.
The default valuesre not real values anghould be changed bthe CAT to fitthe local
command's demographics. thie exacdistributionsare notkknown, theyshould be estimated so
that they add to 100%.

Setting The Printer

To set the printer, move to the “Printer Type” field. The message at the buttiolie of
the screersays,"Enter PrinterType for Graphs (\=List of Printers).” To st list of possible
printers, presshe backslash key (\) and then <enteithe printerswill be listed by number.
Currently, CATSYS iscompatible with a number of different printdyat works best on HP
LaserJet, Epson dot-matrix, aAllPS P2000 printers.CATSYS 4.0 does not have drivers for
color printers. The HP LaserJet is the default printer.

Usethe cursor/arrow keys tmove the highlight bar to the type of printer you have.
Press s to select that printer. Your selectidhthen appear on the screen next to Prifigre.
Press <enteragain. Youwill be asked if you want to updathis information. Press y for
"Yes." To exit, press q for “Quit.”

NOTE

You must set the printer type using the
INPUT COMMAND DATA screen for your
system to print graphs and tables correctly.

Once the printer is set, the system will use that information until it is changed.
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The Command Equal Opportunity/Sexual Harassment (CEOSH) Survey:
Military Version

A standard survey was developed for commands to use in their local equal opportunity
assessments of military personnel. A copy of the survey is provided in AppendieAeaid of
this User Guide. CAT memberan usehis survey to measutbe equal opportunitglimate at
their commands. The survey is also containe@ARSYS4.0 and can be printed ousing the
MILITARY program.

The military CEOSHsurvey contains 46tems (4 demographic questions; 42 equal
opportunity questions) arghouldtake aboutl0-15 minutes to completeAll but the last three
items are closed-ended meaningthat arating scale (i.e., “strongly disagree-stronglyree”;
“yes-n0”) is provided. Closed-ended items are preferred on surveys suchGisQ&#ibecause
closed-endedtems: (1) are easy to score, (R)ovide more reliabledata than open-ended
guestions, and (3pllow comparisons to be madsetweengroups (e.g., Blacks, Whites,
Hispanics) sinceveryone usethe same response options. These standard suter@g also
allow comparisons with norntkat were developeftom the responses of personnel tamge
Navy-wide survey. Appendix B of thidser Guidecontains thesaorms based othe results of
the 1996 Navy Equal Opportunity/Sexual Harassment (NEOSH) Survey.

The military version othe CEOSHsurvey addresses 9 equal opportunity content areas
calledmodules These 9nodules are:

* Advancement

* Discrimination

» Grievances/Complaints
» Sexual Harassment

* EO/SH Training

* Retention/Transition

» Discipline

* Extremist/Hate Groups

* Alcohol and Harassment

Modules are groups of itemsthat have a central topic (e.discipline). CATSYS
analyzes botlthe individual items within a module as well as calculating an ovenatn or
average score for the entimodule. Since modulegeusually more stable measures ofaaea
than asingle itemthe CAT can compare both thedividual itemsand themodule means to the
Navy-wide norms included in Appendix B of this User Guide.
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The Command Equal Opportunity/Sexual Harassment (CEOSH) Survey:
Civilian Version

A standard survey was developed for commands to use in their local equal opportunity
assessments of civilian personnel. A copthefsurvey is provided iAppendix C athe end of
this User Guide.This survey can be used to measure the equal opportcimtate of civilian
personnel at a command. The survey is also contain€@A®8YS 4.0 and can be printed out
using the CIVILIAN program.

The civilian CEOSHsurvey contains 51 items (5 demographic questions; 46 equal
opportunity questions) arshouldtake aboutl0-15 minutes to complete. Theaee nonorms
currently available for civilian survey items.

The civilian version ofthe CEOSHsurvey addresses 9 equal opportunity content areas
calledmodules These 9 modules are:

* Advancement

* Discrimination

» Grievances/Complaints
* Sexual Harassment

* EO/SH Training

* Work Issues/Supervision
* Diversity Issues

* Extremist/Hate Groups

» Alcohol and Harassment

Modulesare groups of itemghat have a central topic (e.@iscrimination). CATSYS
analyzes botlihe individual items within a module as well as calculating an ovemnatn or
average score for the entire module.
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Modifying and Printing the Surveys

Changing the Survey Instructions

While the surveyuses a standard set g@peningand closinginstructions, these may be
modified. Fromthe main menu,select d for DEFINECOMMAND SURVEY and from the
submenu, select d, QUESTIONNAIRE DESCRIPTION.

+
Screen: Menu 08/16/96 |

COMMAND DATA MENU 10:33:08 |
+

R

+ +
' D-DEFINE + +

'M - MODIFY !I - INPUT COMMAND DATA !
'E-ENTERS! D - QUESTIONNAIRE DESCRIPTION !
!G - GENERATIL - LIST OF COMMAND DATA !

IS - SYSTEM !Q - QUIT TO MAIN MENU !

'Q - QUIT TO+ +

+ +

N N

Please Select an Option

+

Screen: 1 08/16/96 |

File: COMMDLOG Command Questionnaire Description 10:33:44 |
+

+

Questionnaire Introduction Statement !

You are being asked to complete this survey as part of an effort to |
assess the Equal Opportunity Climate at this command. Do not put your |
name on this survey. No one will be able to match your answers to '
you, so please answer all questions honestly. After completing the !
survey, return it to the designated collection area or to your survey |

administrator. i
1
1

Questionnaire Conclusion Statement |
You have finished the survey. Thank you very much for your help '

Please return the survey to your survey administrator. H
1

0 T e

Edit Quit
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In the COMMAND QUESTIONNAIRE DESCRIPTIONscreen, press e to edit the
statements. The modificatioase saved bpressing<control>w and selecting i response to
the prompt to updatéhis information. You will need to print the entire survey from the
MILITARY/CIVILIAN program to include these changes on the paper survey form.

To see howthe surveytitle page looks, you may print it. In additiche demographic
data entereckarlier about thecommandwill be printed. To print, select | foLIST OF
COMMAND DATA, and then p to print.

To return to themain menuselect g for “Quit tdvlain Menu.” Ifthe information needs
to be changed, go back anwbdify the information onthe DEFINECOMMAND SURVEY
option in the main menu.

Adding New Survey Items (Modules 97, 98, and 99)

A useful feature of CATSYS 4.0 is the ability for local commandseate threenodules
containing up to 6 items ieachmodule. The items may be in “disagree-agree”yas-no”
format, or in a combination of the two. Once these items are defined, CATSYS will analyze them
in the same manner as the other modules on the standard portion of the survey.

To create new survey items, a user-defined module must first be defined. Choose the m -
- MODIFY SURVEY QUESTIONSoption fromthe main menuand therhit <enter> or m for
COMMAND CLOSED-ENDED MODULES in the submenu.

+ +

| Screen: Menu 08/16/96 |
' SURVEY MAINTENANCE 10:34:17 |
+ +

'D - DEFINE + +

'M - MODIFY ! M - COMMAND CLOSED-ENDED MODULES
'E - ENTER S!C - COMMAND CLOSED-ENDED QUESTIONS!
!G - GENERAT!L - LIST CLOSED-ENDED QUESTIONS !

IS - SYSTEM !0 - COMMAND OPEN-ENDED QUESTIONS !
'Q - QUIT TO!Q - QUIT TO MAIN MENU !

+ + +

Please Select an Option
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A screen titledCOMMAND CLOSED-ENDEDMODULES UPDATE willappear. The
first time this option is usedhe message “BROWSHENFORMATION NOT FOUND, PRESS
ANY KEY TO CONTINUE” will appear. Hitting any keywill move you tothe subscreen,
COMMAND CLOSED-ENDED MODULES VIEW. Athe bottom of the screen themmands
“Add,” “Edit,” “Del,” and “Quit” appear.

+
| Screen: 1 08/16/96 |
i File: CMDMOD Command Closed-ended Modules Update 10:34:28 |
+ +

Command Closed-ended Modules View

iModule No----Module Name----- |
1

+

4

Add Edit Del Quit

To create anew module choose a fokdd.” You will then be prompted to enter a
module numbeand module name.For user-defined modules, the numbeentered must be
97, 98, or 99 --CATSYS 4.0 will not accept any othemumber. After the number is entered,
you will be prompted to enter a module name. Since this néheppear on the printed survey
and on thegraphsand tables, yosghould call it somethinghat will make it clear both to the
survey respondents and to t6AT what theincluded questionare about. Onsuggestion is
LOCAL COMMAND ITEMS, but the title can be anything as long as it fits into the module name
space.

After enteringthe name foeachmodule (97, 98, 99), a promptiill appear thasays,
“Updatethis Information? (Y/N).” Enter y to update and continue. ThHehato add another
module or g to quit from this screen.
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Once themodule name is established yoan write up tosix itemsfor it. To write
Module 97, 98, or 99 items, choose COMMAND CLOSED-ENDEDQUESTIONSfrom the
submenu:

+ +
| Screen: Menu 08/16/96 |
' SURVEY MAINTENANCE 10:34:17 |
+ +

'D - DEFINE + +

'M - MODIFY M - COMMAND CLOSED-ENDED MODULES !
'E-ENTERS! C - COMMAND CLOSED-ENDED QUESTIONS
!G - GENERAT!L - LIST CLOSED-ENDED QUESTIONS !

'S - SYSTEM 'O - COMMAND OPEN-ENDED QUESTIONS !

'Q - QUIT TO!Q - QUIT TO MAIN MENU !

+ + +

Please Select an Option

N

The first time this submenu is usdtie message “BROWSHNFORMATION NOT
FOUND, PRESS ANY KEY TO CONTINUE” will appear. Hittirqny keywill move you to the
screen,COMMAND CLOSED-ENDEDQUESTIONS UPDATEwith the subtitle, COMMAND
CLOSED-ENDED QUESTIONS VIEW.

+ +

| Screen: 1 08/16/96 |
i File: CMDQUES Command Closed-ended Questions Update 10:34:43 |
e Command Closed-ended Questions View---------------------- +

iMod Ques Type------------------ Question Line 1 i

N

[*home ~end home end pgup pgdn <-"v->] Add Edit Find Del Rec Quit
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To createitems for Modules 97, 98, or 99, chose a fé&dd” from the menu.
MILITARY/CIVILIAN allow up to six questions to bereated irModules 97, 98, and 99 (18 is
the maximum total allowed ineachprogram). The user-defined items in MILITARY and
CIVILIAN can be the same or different.

NOTE

CATSYS will not provide military-civilian
comparisons within TOPCAT for user-
defined items.

NOTE

Policymakers within the Bureau of Naval
Personnel have suggested that CATs may
want to include items related to alcohol-use
as part of the command unique items for the
MILITARY survey. Appendix D contains a
list of these suggested items.

User Defined Question Types: Modules 97, 98, and 99

To provideCATs with maximum flexibility, CATSYS 4.0 allows Module97, 98, and 99
items to be written in one of three types:

e Typel - Strongly Disagree-Strongly Agree (positively worded)
e Type2 - Strongly Disagree-Strongly Agree (negatively worded/reverse scored)
e Type3d - Yes-No

Thesethree types correspond to the three typesjuastionsthat are in the standard
military and civilian CEOSH surveys.
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A Type 1 item ione that is written in the direction pbsitive EO climate sthathigher
numbers correspond to more positiireings. For examplehe item, “The leadership at this
command enforcethe Navy’spolicy on sexual harassment,” is a Type 1 itemcausehigher
rates of agreement correspond to higher scores and more positive EO climate (a “4” is better than
a“3").

A Type 2 item isone that isegatively worded: Agreemeiplies anegative EO
climate. For exampleéheitem, “Sexual harassment is occurring at this command,” is a Type 2
item. Greater agreementith this item impliesthat more sexual harassment is occurring (a
negative finding). Both on theCEOSHand onCATSYS modules 97, 98and 99, thesystem
reverse-scoresType 2 items (&5” is scored as a “1”, a “4” as a “28&tc.) so thathigher
numbers indicate better EO climate.

NOTE

Reverse-scoring is used for negatively word
items so that higher numbers always mean
better EO climate. Items that are reverse-
scored have an asterisk (*) next to them on
CATSYS graphs and tables.

A Type 3 item is a factual dyes-no” question. An example diis istheitem, “I have
received equal opportunity training at this command in the past year.”
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Here’s how the screens would look for a local “QUALITY OF LIFE” module:

+ +
| Screen: 1 08/16/96 |

| File: CMDMOD Command Closed-ended Modules Update 10:34:28 |
+ +

Command Closed-ended Modules View

iModule No----Module Name----- |
| I

+ +
i i
i Module Number :97 !
i Module Name :QUALITY OF LIFE |
I I
" S
Enter Module Name
+
Screen: 1 08/16/96 |
File: CMDQUES Command Closed-ended Questions Update 10:34:43 |
+
Foomomm - Command Closed-ended Questions View---------------------- +
iMod Ques Type------------------ Question Line 1 '
I 1
| i
I 1
I 1
| 1
| 1
I 1
I 1
| 1
| 1
I 1
+ +
|
I

| Module Number : 97 QUALITY OF LIFE '

| Question No. : 1  Question Type: 1 '

| Question Linel: | am satisfied with the Quality of Life at this command. |
| Question Line2:
| Question Line3:
+ +
+ +

Update this Information? (Y/N) Y

NP N
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+

+

| Screen: 1
i File: CMDMOD
+

08/16/96 !

Command Closed-ended Modules Update

+

iModule No----Module Name
197 QUALITY OF LIFE
198 CAREER ISSUES
199 FRATERNIZATION

1

Add Edit Del Quit

10:34:28 |

Command Closed-ended Modules View

Up to six individual questions could be written for eacthefthreemodules by following

the procedures described above.

Command Open-Ended Questions

In addition tothe closed-ended standaydestionsthere are three open-ended (essay-
type) questions on bothe military andcivilian CEOSHsurveys. CATSYS also allows users to

add command-unique open-ended questiotbeosurvey. Irthis way,the CAT can tapssues

that may be of concern to a particular comma@&T members mawant to ask key command
personnel, such as tl@mmanding Officer (CO)gxecutive Officer (XO), Command Master
Chief (CMC), andctivilian personnelnd EEOQOofficials for input onwhat open-ended questions

to include in the survey.
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Command unique open-ended questioas bemodified by choosing m - MODIFY
SURVEY QUESTIONSfrom the main menu, followed by o - COMMANDBDPEN-ENDED
QUESTIONS from the submenu.

+ +

| Screen: Menu 08/16/96 |

' SURVEY MAINTENANCE 10:34:17 |
+ +
'D - DEFINE + +

' M - MODIFY !M - COMMAND CLOSED-ENDED MODULES |
'E - ENTER S!C - COMMAND CLOSED-ENDED QUESTIONS!
!G - GENERAT!L - LIST CLOSED-ENDED QUESTIONS !
'S-SYSTEM! O - COMMAND OPEN-ENDED QUESTIONSY
'Q - QUIT TO!Q - QUIT TO MAIN MENU !

+ + +

Please Select an Option

N

The following screen will then appear which will allow you to modify the existing
guestions and add additional ones, for example, on quality of life:

+ +

| Screen: 1 08/16/96 |

i File: COMMENT Command Open-ended Questions Update 10:35:14 |
oo Command Open-ended Questions View----------------------- +
1Com NO---------=---mn-o- Comment Line 1 '

1 What equal opportunity training, programs, or events at this '
2 What equal opportunity training, programs, or events at this '
3 Are there other equal opportunity issues or problems at this '
1

1
+

Question No. : 4 |
1
1
Comment Line 1:  Describe any quality of life problems at this command. |
Comment Line 2: i
Comment Line 3: H

4 o mmmTmmommm—m— g mmm—eo

Update this Information? (Y/N) Y

N
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If items are edited or added, be sure to answer y to the “Ugdatenformation? (Y/N)”
prompt. Once this information igpdated, itwill be contained on theersion ofthe survey
printed by the software.

Tips on Writing Survey Items

The writing ofsurvey items is aart rather than a precise scienceometimes, surveys
ask questionthat are hard to answer; and when the answer is obtained, no one is sure what it
means. Creating good survey items involves moreusiagcorrectspellingandgood grammar.
The art ofwriting good itemdor a command EO survey requires awarenessadhdrence to
some basic rules.

» Keep the items simple. The CAT shouldstrive to write simple, clear, and
unambiguousitemsthat try to measure single idea One way to maintaisimplicity is
to keep thatems focused othe topic of the survey--equal opportunity--avid going
off on tangents to other topics.

» Keep theitems short. There is nanagicnumber of words for a good item. However,
usually fewer words are better than more words in an item.

* Use items that ask specifics Specific itemsare usually better thangeneral items.
Specific itemsare associatedith more accuraterecall, andare more likely to be
interpretedsimilarly by allrespondents. One way to avoid nonspecific questions is to
look at each question and ask, "If we get a negative restittioguestionyill we know
what actions to take?" Considéne general item,“There are problems at this
command?” Even if many people indicdtere areproblems, a course of follow-on
actions is not apparentThus,the item should be rewrittebecause it is too general to
yield a specific course of action. ¥etteritem wouldbe, “There ar@roblems with the
EO complaints process at this command.” If many people agreed, a closer look at the
command’s EO complaints processght be warranted to see what is broken and
determine how to fix it.

» Split double-barreled items Generally, onlyone topic or concephould be included
on any survey itemSurvey itemghat contain two separaigeas or try to combine two
guestions into onare called double-barreled. For example, “Sexual harassment and
racial discriminatiorare common at this command” is double-barreled sioce could
agree thatsexual harassment is commbuot disagre¢hat racial discrimination is
common. Often, it is best to split double-barreled items into two separate items.

» Avoid double negatives The CAT shoule&xamineeachnew item tosee if it contains a
double negative. For example, a question with a double negaithe be “I do not
support the idea of not allowing women to serve in combat roles.” Double negatives such
as in this itemare confusing, awkwardand a potential source of error when tasults
are interpreted and acted on.
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» Use the everyday language dNavy sailors and civilians. Item ambiguitycan be
reduced byavoiding wordsthat are not used in the conversations of the survey
respondents. While orghould generally avoid complex words or jargon wiveiting
items, it is acceptable to use jhegon ofthe Navy ifall respondents a@amiliar with it.

For example, the occupational specialty of a Navy enlisted person is known as a “rating.”
Therefore, rating would bihe most appropriate term to use whasking a sailoeabout
his or her occupational specialty.

Printing the Survey

This CATSYS User Guidecontains a copy of the standa@EOSH military survey
(Appendix A) andthe standar€EOSH civiliansurvey (Appendix C). When either survey is
administered using a paper-and-pencil format, Appendix A and/or Apperstigu® be printed
and reproduced. However, if the CAT adds command-specific isimgModule 97, 98, or 99,
or changes the opening or closing instructions, a new version of the survey will need to be printed
by using the software.

NOTE

Make sure that the printer type is set
properly. This is done through the Define
Command Survey menu followed by the
Input Command Data submenu. See
“Setting the Printer” section for more
information.
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To print the survey through CATSYS:

Step 1: Select GENERATE REPORTS from the main menu.

+ +

| Screen: Menu 08/16/96 |

' NAVPERSRANDCEN MILITARY CATSYS 10:32:54 |
+ +

'D - DEFINE COMMAND SURVEY !
IM - MODIFY SURVEY QUESTIONS !
IE - ENTER SURVEY RESPONSE !
| G - GENERATE REPORTS !

IS - SYSTEM UTILITIES MENU !

'Q - QUIT TO DOS !

+ +

Please Select an Option

Step 2:  Select PRINT SURVEY QUESTIONNAIRE.

+ +
| Screen: Menu 08/16/96 |
' REPORTS MENU 10:36:04 |
+ +
+ +
D - DEFINE + +

M - MODIFY |1 - LIST OF QUESTIONS BY MODULE |
IE-ENTER S} 2-PRINT SURVEY QUESTIONNAIRE
| G - GENERAT|3 - LIST CMD OPEN-ENDED QUESTIONS
'S SYSTEM }4 - BUILD GRAPH/SUMMARY TABLES i
1Q - QUIT TO'5 GRAPHS BY MODULE H
Fommmmeee 16 - PIE CHARTS OF YES/NO RESPONSES'

17 - SUMMARY REPORTS '

'8 COMMAND DATA PIE CHARTS |

'Q QUIT TO MAIN MENU |

+
t

Please Select an Option

NP
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« Step 3: Press p for print (see command at the bottom of the screen).

a (MILITARY Program)

+
Screen: Report 08/16/96 |
Command Equal Opportunity/Sexual Harassment(CEOSH) Survey10:42:59 |
+

+-7" +

View Screen #1 of 1
+

I
CATSYS 4.0M (ENTER COMMAND NAME ON THIS LINE) H
Command Equal Opportunity/Sexual Harassment Survey 1
REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW 1
MILITARY TOPCAT SURVEY 1

+
:
I
I
I
I
I
I
I
i
' * Command Equal Opportunity/Sexual Harassment * '
' * (CEOSH) Survey 1
i
I
I
I
I
I
I
I
I
I
:
+

1
You are being asked to complete this survey as part of an effort to '

assess the Equal Opportunity Climate at this command. Do not put your H
ame on this survey. No one will be able to match your answers to '

n
you, so please answer all questions honestly. After completing the 1
survey, return it to the designated collection area or to your survey 1
+

Arrow keys, PgDn, PgUp, Home, End, S-Search, P-Print, Q-Exit

+
Screen: Report 08/16/96 |
Command Equal Opportunity/Sexual Harassment(CEOSH) Survey11:29:48 |
+

i

View Screen #1 of 1
+

I
CATSYS 4.0C (ENTER COMMAND NAME ON THIS LINE) H
Command Equal Opportunity/Sexual Harassment Survey
REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW 1
CIVILIAN TOPCAT SURVEY |

* Command Equal Opportunity/Sexual Harassment * '
* (CEOSH) Survey 1

1

You are being asked to complete this survey as part of an effort to '
assess the Equal Opportunity Climate at this command. Do not put your |
name on this survey. No one will be able to match your answers to '
you, so please answer all questions honestly. After completing the 1
survey, return it to the designated collection area or to your survey '
+
Arrow keys, PgDn, PgUp, Home, End, S-Search, P-Print, Q-Exit

s N

I]]]] (CIVILIAN Program)

Thethree centeretineswill differ depending upothe informationentered on the three
survey title lines of the INPUT COMMAND DATA option.
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Printing Open-Ended Questions

Because many commands may want to modify the open-ended questions buthmaihthe
survey (or vice versalCATSYS prints the open-endeilems separately frorthe main survey.
The following steps are to be used to print open-ended questions:

» Stepl: Select GENERATE REPORTS from the main menu.

» Step 2: Selectthe LIST CMD OPEN-ENDED QUESTIONS option.

+
Screen: Menu 08/16/96 |

+
I

|

' REPORTS MENU 10:36:04 |
+ +

'D - DEFINE + +
'M - MODIFY !1 - LIST OF QUESTIONS BY MODULE !
'E - ENTER S!2 - PRINT SURVEY QUESTIONNAIRE !
! G - GENERAT! 3 - LIST CMD OPEN-ENDED QUESTIONS !
'S - SYSTEM !4 - BUILD GRAPH/SUMMARY TABLES |
!Q - QUIT TO!5 - GRAPHS BY MODULE !
S 16 - PIE CHARTS OF YES/NO RESPONSES!

17 - SUMMARY REPORTS !

'8 - COMMAND DATA PIE CHARTS !

'Q - QUIT TO MAIN MENU !

+ +

Please Select an Option
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« Step 3: Press p for print (see command at the bottom of the screen).

(MILITARY Program)

+ +
| Screen: Report 08/16/96 |
' Command Open-ended Questions (Military) 10:43:17 |

View Screen #1 of 1

+ +
t t

I
COMMAND OPEN-ENDED QUESTIONS |
1

1
1. What equal opportunity training, programs, or events at this '
command do you think are the most effective? '

2. What equal opportunity training, programs, or events at this '
command do you think are the least effective? '

+

Arrow keys, PgDn, PgUp, Home, End, S-Search, P-Print, Q-Exit

I]]]] (CIVILIAN Program)

+
Screen: Report 08/16/96 |

Command Open-ended Questions (Civilian) 11:30:08 |
+

+
I
I
I
I
+

View Screen #1 of 1
+ +
1

1
COMMAND OPEN-ENDED QUESTIONS i
1

1
1. What equal opportunity training, programs, or events at this '
command do you think are the most effective? 1

2. What equal opportunity training, programs, or events at this '
command do you think are the least effective? '

I
+ +

Arrow keys, PgDn, PgUp, Home, End, S-Search, P-Print, Q-Exit

NP
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To use new open-ended questions with copies of the survey provided in thger
Guide appendicegjetach the open-endettms fromthe copy of theCEOSH contained in
Appendix A and C and attach the new questions before reproducing the skiinvay.print the
main survey through CATSYS, attach the open-ended questions to the end of it before
reproducing the survey.

NOTE

Since the CATSYS software cannot record
the answers to the open-ended questions,

these items will have to be printed out and

completed by hand by individuals who take
the survey on the computer.




CATSYS 4.0 User Guide, page 50

Selecting the Survey Sample

In many cases, it is impractical, too expensive, or ouarlg-consuming to administer a
survey such as th€EEOSH to all members of @mmand. In survey researdche common
solution is to administer a survey tea@ampleof the population. A sample is defined as a subset
that is representative oflarger population. If samplege chosen carefully, the responasis
likely be very close to those whiclwould have been obtained had the enppulationbeen
surveyed. Selecting a sample is\eery important step in collectirgccurate data that represent
the views of all command personnel.

Random Sampling

There are several differemiaysthat asamplecan be drawn.Simple random sampling
is the easiest and most common of sampling techniquesmpterandomsampling,everyone in
a command population has an equal chance to be selected.

For an equal opportunity survey, it is important to accurately repréisentiews of
personnel whare inminority groups at a command. Randsamplingmay not be appropriate
becausesome groups at commands mayveey small eventhoughthe command is large. A
random samplevill have asmallnumber of minorities in it if minoritieare few innumbers or
make up amallpercentage oéll personnel at a commandhis will occur becausenost Navy
commands have a much higher percentage of active-duty personnel who are:

* White personnel compared to Black, Hispanic, or Asian/Pacific Islander personnel.
* Men compared to women.
* Enlisted compared to officers.

NOTE

When sampling, remember that the civilian
demographics at local commands may be
much different from those of active-duty
personnel.

The methods used in professional surveys (e.g., Gallup polignttie this probleroften
involve oversampling minority groupasnd statisticallyveighting the responses of different
groups, a process callgabststratification weighting. Complex statistical calculations are
typically required to apply these methods.

Since this complesamplingmethod is not practicalsing CATSYS ensuringthat your
surveydata accurately reflect theews ofthe smaller groups requires selecting a large enough



CATSYS 4.0 User Guide, page 51

sample so at least 10 members freachminority group (e.g., Blacks, Hispanics, women) are
included. To accomplish this goalparcentage ominorities at a command should be used to
calculate the number of personnel needed to attain at leastedxhminority group. If a
command i$% Hispanic, at leas200 respondentsvill be required to attairl0 Hispanics (i.e.,
10-number required pegroup /.05-percentage in population200-number required in sample).
If the command ig% Asian/Pacific Islander, then at le@&0 respondents1Q /.04 = 250) will

be required to attaidO Asian/Pacific Islanders ithe sample. The members tife CAT will
need to exercispudgment in determining when it is no longer ceffective to increase the
sample size to attain at least 10 of a v@nall group. Sometimg®u mayneed to survey every
member of theninority group to obtain ainimum of 10. Remember, however, that it is not
appropriate to allow individuals to volunteer to complete a survey if you have not chosen them to
be a part of the sample.

NOTE

To protect respondent anonymity, CATSYS
will not provide breakdowns of survey result
from subgroups with less than 8 respondent

Oversampling minorities will, to aextent, skewthe datavhen overall analyses (e.g.,
total respondents; officers vs. enlistedjher than separate analyseswafmen andminority
groupsare made.Usually the impact on the total respondentsowérsampling minorities and
womenare semall asnot to besignificant. However, if several minority grouped women
need to be oversampled in a muggher proportiorthan their representation in tiktemmand
population,the CAT should beaware that theverall survey resultsiill reflect those of the
minority groups and women by several percentage points more than if a truly random sample was
used. In this case, the breakouts for “Total Respondents” may not accurately reflect the views of
the entire command.

To keep the processmple, it isrecommended thaAT membersise a methodimilar
to that used by theommand drug testing progrgsee Table 1).This method typically uses the
last digit of social security numbers (SSNs) to randomly select a sample.
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Table 1
Recommended Sample Sizes for Command Equal Opportunity Survey

Approximate % Select Person if Last

Command Size Sampled Digit of SSN is:
Under 100 100 Al
101to 124 90 1 through 9
125 to 224 80 1 through 8
225 to 324 70 2 through 8
325 to 449 60 2,3,5,7,9,0
450 to 599 50 2,4,6,8,0
600 to 999 40 1,3,7,9
1,000 to 1,999 30 57,0
2,000 and above 20 (or less) 3,6
Sample Size

The sample size numberecommended in Table 1 refer the number of surveys
completed and returned not the number sent out. Will usually bethe case thanore surveys
need to go out in order to obta@moughback for an adequatample size to bachieved. For
example, if the surveys are distributed through Inaa€increase thesample sizes b$0-40% of
that recommended imable 1, since it is unlikelyhat everyonewill return the survey. If the
surveysareadministered in a face-to-face gnoup fashion on basthe sample sizevill need to
be increased less (e.g., 10%) to account for those who do not show up, are sick, or are on TDY or
leave. The next section talks about different methods of administering CATSYS.

Somesurvey experts recommergendingthe survey to everyone if tleize of the
command or unit is 500 or lessthatall personneivill feel that theiviewsarebeingheard and
no onewill be left out. For commands of 500 or less, it may be appropriate to sewveeyone
due to these considerations.
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Administering the Military and Civilian Surveys

The CEOSH surveys can be completed in either hard-copy paper form or on computer.

NOTE

CATSYS was designed for use with stand-
alone computers. Consult your Local Area
Network (LAN) support staff before using it
on a LAN.

There are twamportant issues to consider when deciding how to administesurvey:
anonymity and confidentiality.

* Anonymity. In surveys such as ti@EOSH, it is importanthat respondentsnow that
their responsewill not be attributed to them or have a negatiffect on their careers.
For this reason, informatiotihat canidentify the respondents, such as names$8N,
should not be on the survey.

» Confidentiality. A related notion to anonymity is confidentiality, which metra no
one other thamrmembers ofthe CAT administeringhe survey or other authorized
personnel shoulchave access to the completed surveySince the demographic
information or handwriting othe open-endeiems mightidentify who answered the
survey, completed CEOSH survey forms should be secured.

NOTE

Although potential respondents should be
asked to complete the survey, completion
must be voluntary. It is not appropriate to

order or compel anyone to complete the
survey.
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Survey Administration: Paper-and-Pencil

Two commonways of administeringhe paper survey are: (@joup sessions, where the
individualsselected to complete the survey are gatheredraoma; and (2) distributed surveys,
where the surveyaredistributed or mailed tthe sample with aeturn envelope or designated
return area indicated.

Group sessions usually result in higher respamages, whereas distributed surveys
typically require follow-up procedures but allow the respondents to feel more anonyGRLs.
should use their own judgment in selecting the administration method best suited for a command.
As mentioned, if distributed survegse used, increase the percentsgmpled by 30-40% to
compensate for those who will not return the survey.

NOTE

Remind respondents to answer ALL the
guestions when completing the surveys.

Entering Paper-and-Pencil Survey Data into MILITARY/CIVILIAN

Responses to surveys takasing the papeform will need to be enterethto the
CATSYS database. This is one of the most important (and labor intensive) taskshaCAg .
To enter survey dataembers othe CAT or assistantgan use thaystem at Level 4he data
entrylevel.

NOTE

Before entering new data, be sure all old dat
are deleted or transferred from the system.
Deletion and transfer of data are described
within the “Using the MILITARY/CIVILIAN
System Utilities” section.
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e Stepl At the C\MILITARY> prompt, typemilitary or click onthe icon. (Substitute
C:\CIVILIAN and civilianwhen entering data from the civilian survey.)

e Step2 After the title screen appears, type entry ftire login, and datairfor the
password.

NOTE

For entering data from paper surveys into
either the MILITARY or the CIVILIAN
programs, enter the system with:

login: entry
password:_datain

e Step3 Select ENTER SURVEY RESPONSE from the main menu.

+ +
| Screen: Menu 08/18/96 |
' NAVPERSRANDCEN MILITARY CATSYS 14:07:00
+ +

| E- ENTER SURVEY RESPONSE H

'Q - QUIT TO DOS !
+ +

Please Select an Option
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e Step4  Select DATA ENTRY from the submenu. The computer will display a stiheén
asks you teenterdemographics, such as sex, racial/ethnic information, and paygrade in the
MILITARY program or pay classification and paygradetine CIVILIAN program. The
response optionsare listed and numbered. Enter the numbat corresponds to the
information on the paper survey.

+
Screen: Menu 08/18/96 |
RESPONSE MAINTENANCE 14:08:33 |

+--m= 4

+ +

'E-ENTERS + +

1

Q- QUITTO! D - DATAENTRY !
R 'M - RESPONSE MAINTENANCE !

'Q - QUIT TO MAIN MENU !
+ +

Please Select an Option

-~

(MILITARY Program)

+
Screen: Process 08/18/96 |
Data Input 14:09:05 |

a. Are you: b. Are you: H
1=Female 1=White 1
2=Male 2=Black 1
3=Asian/Pacific Islander 1
4=0ther (e.g., Native American/Alaskan Nat) |

B i

+ +

ic. Are you of Spanish/Hispanic/Latino d. Select your current Paygrade. |
| origin or descent? 1=E1-E3 4=W1-W4 1

| 2=E4-E6 5=01-03 '

11=No, not Spanish/Hispanic/Latino 3=E7-E9 6=04-06 '
12=Yes, Spanish/Hispanic/Latino '

I

+

PRESS ESC TO TERMINATE SURVEY INPUT

NP

7
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I]]]] (CIVILIAN Program)

+ +
| Screen: Process 08/18/96 |
' Data Input 14:14:50 |
+

a. Are you: b. Are you? i
1=Female 1=White 1
2=Male 2=Black 1
3=Asian/Pacific Islander 1
4=0ther (e.g., Native American/Alaskan Nat) |

B i

+ +
ic. Are you of Spanish/Hispanic/ d. What is your pay e. What is your |
i Latino origin or descent? category or pay grade? |
1 classification? 1=1-4 1
11=No, not Spanish/Hispanic/Latino 1=General Schedule 2=5-8 '
12=Yes, Spanish/Hispanic/Latino (GS/GM,GG,GJW,etc) 3=9-12 '
1 2=Wage System 4=13-15, SES |
(WG,WS,WL,WD,WN,etc) '
+

+---

PRESS ESC TO TERMINATE SURVEY INPUT

Step5  Press <return> or <enter> to move to the next item.

Step 8  After enteringthe paygradenformation forthe survey, anessage athe bottom
middle ofthe screemvill ask whether you want to continue witle survey (press ¢ and
<enter>), or go back and modify what you jastered in thelemographiadata(press m and
<enter>). Next, MILITARY/CIVILIAN will show a summary ofthe demographic
information at the top of the screen, the survey questions and response scalesddléhef
the screen, and instructions and options at the bottom of the screen.

Step 7  Enter a response faachquestion. To advance to the next questipress
<enter>. Responseareautomatically checked to make sure tlaeg not out ofange (i.e.,
between 1 and 6). The computeifl not advance to the next question if an out-of-range
number is entered.

NOTE

See “Dealing with Missing Demographic
Data” and “Coding Missing Survey Data”
sections if the respondent did not answer on
of the questions on the paper version of the
survey.
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e Step8 When you are donenteringthe responses, tisystem asks whether you want to
save the data for that respondent. Press y for "Yes¥antdr> to save the dat&lthough
the CATSYS survey is completed anonymouskyne system musthave a way to match
demographidata tosurvey responses for tldataanalysis. This isaccomplished by having
the system automaticallyassign anumber, known as aequence number to each
respondent'slatawhen it is enterednto the computesystem. Sequence numbers are
assigned after responses for the last item are entered into the database.

NOTE

It is a good idea to write the sequence
number on the paper survey in case the
paper copy ever needs to be matched with t
computer data.

In general,all new surveys should begin wislequence number "1." Howevdreginning
sequence numbers can be changgdgthe BEGINNING SEQUENCE NUMBERscreen in
the SYSTEM UTILITIES MENU (see“Using the MILITARY/CIVILIAN System Ultilities”
section).

e Step 9: After completing steps 1 through @essingany key when promptedill return
you to the submenu. To enter data from the next survey, repeat this process.

e Step 10: To get back to the main menu, press g for QUIT TO MAIN MENU.

Dealing with Missing Demographic Data

If respondents leave out any of tdemographic items, a blantan beassigned by
pressing <enter> instead of entering a numbethf@rdemographic field. Thus, if paygrade was
omitted on the survey ghould becoded as blank bpressing<enter> at thgaygrade field.
CATSYS will analyze the othedatafor that respondemnwhile omitting it fromthe paygrade
breakdowns. If a survey is returnadth three or four of thedemographic itemsnissing, it
should not be entered into the system.

Coding Missing Survey Data

On the paper surveyindividuals mayleave one or more othe non-demographic
guestions blank. When entering these responsethetdILITARY/CIVILIAN database, a "6"
should be used famissingresponses to “agree-disagree” questionsthdf respondertid not
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answer a “yes-no” question on the papersion ofthe survey, 43" should beentered in the
database. The system will not advance to the next question unless a number is entered.

Checking Survey Data for Errors

Correctness of the data gsitical becauseall analyses and conclusions depend on its
accuracy. Aftecompletingdata entry, theesponses can be checked and errors corrected by
selectingthe RESPONSE MAINTENANCE option othe ENTER SURVEY RESPONSE

submenu.

Screen: Menu

R

08/16/96

RESPONSE MAINTENANCE

+

+

| E-ENTER S +
1Q - QUIT TO|D -
[rR 1

+

+

10:06:59 |

+

DATA ENTRY

1
M - RESPONSE MAINTENANCE

1Q - QUIT TO MAIN MENU

+
t

Please Select an Option
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The screerdisplaysthe sequence numbelemographialata, the questiomodule and
number, question type, and responsedohquestion in the faright hand column, under the
heading "Resp."

+

| Screen: 1 08/16/96 |
| File: CMEORESP CATSYS Response Maintenance 09:59:29 |
+ +

B CATSYS Response View-------------=----m--- +

1SegNo Rank Sex Ethnic Hispanic PayG ModNo QuesNo QuesT Resp |

BT it et e

[*home ~end home end pgup pgdn <-"v->] Edit Find Del Rec Quit

Usethe editing keys athe bottom of the screen to make changes to the datzen
done, save the changes bgsponding y for‘Yes” to the question about updating the
information. You will then be returned to the submenu. To get back to the main menu, select the
QUIT TO MAIN MENU option.

Deleting Individual Data

To delete the data of aimdividual respondent fronthe MILITARY or CIVILIAN
database:

+ Step 1: Select ENTERSURVEY RESPONSE fronthe MILITARY or CIVILIAN main
menu.
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» Step2: Select RESPONSE MAINTENANCE from the submenu.

+ +
| Screen: Menu 08/16/96 |
' RESPONSE MAINTENANCE 10:35:26 |
+ +

'D - DEFINE + +

'M - MODIFY !D - DATA ENTRY !
'E-ENTERS ! M- RESPONSE MAINTENANCE !
'G - GENERAT!Q - QUIT TO MAIN MENU !

IS - SYSTEM + +

!Q - QUIT TO DOS !

+ +

Please Select an Option

N

The systemwill display the sequence numbe&lemographic information, module and
guestion number, question type, and response to each question.

(MILITARY Program)

Screen: 1 08/16/96 |
File: CMEORESP CATSYS Response Maintenance 10:35:52 |

Fommm CATSYS Response View---------------------- +
1SegNo Rank Sex Ethnic Hispanic PayG ModNo QuesNo QuesT Resp |

e - =

N
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I]]]] (CIVILIAN Program)

| Screen: 1 08/16/96 |
| File: CMEORESP CATSYS Response Maintenance 11:28:55 |

oo CATSYS Response View-------------m-m-umumm +
1SegNo Type Sex Ethnic Hispanic PayG ModNo QuesNo QuesT Resp |

T it et e

[*home ~end home end pgup pgdn <-"v->] Edit Find Del Rec Quit

« Step 3: Press dfofDelete” to erase théne of datahighlighted bythe highlightbar. A
messagevill appear at the bottomiddle ofthe screen thatsks "Delete this information?
(Y/N).”

» Step4: Pressy and <enteffar "yes." A messageill appear in theniddle ofthe screen
confirming that all records with the specified sequence number will be deleted.

« Step5: Pressy to continue with the deletion, dorescape.
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Survey Administration: Computer

Having a respondent complete tkEOSH survey on a computer has a number of
advantages: (1) Separatata entry ieliminated, becausthe respondent entengs orher own
datadirectly intothe computer; (2Missing responses (to nondemograph@ms)are avoided,
because the next questiovil not appear on the computer screatil the previous one is
completed; and (3) Entry errors are reduced. When survey responses are entered by another
person into the database, errors can occur. Computer administration eliminates this step.

Computer administration has some drawbacks: (1) Compatess foeach respondent
is required; (2) Individuals may fetiat "big brother" ismonitoring their responseand (3) It
will take longer to gather the responses than group paper-and-pencil administration.

NOTE

CATSYS was designed for use with stand-
alone computers. Consult your Local Area
Network (LAN) support staff before using it
on a LAN.

Researcltomparing results obtained on computer vemager surveys has fourtbat
both formats yield equivalent results. Thus, the CAT should decide, based andim@mputer
resources available, which mode of administration to employ.

NOTE

Before entering new data, be sure all data
from past assessments are deleted or
transferred from the system. Deletion and
transfer of data are described within the
“Using the MILITARY/CIVILIAN System
Utilities” section.

If computer administration is chosen, a computer (or a set of compcaerde set up in
a semiprivate area where command personnel can come individually and complete the survey. A
CAT member should bpresent to start the surveystem andjive the respondennstructions
before allowing the person to complete the survey privately. If multiple computers are used, it is
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best to have theequence numberbe different (see “Setting the Sequence Number” section) on
each computer.This will make it easier when the survdgtafrom multiple computers is later
combined byCATSYS. Besure to change thstarting sequence number before enteany
survey responses.

For example, ithree computers are used anthaximum of100 respondents are to use
each computer, the sequeruambers forthe first computer could be 1-100, 101-200 for the
second, and 201-300 for the third.

To join the datdrom multiple computers,see the “Copying an@ombining
MILITARY/CIVILIAN DataFiles” section. This isaccomplished through options contained in
the SYSTEM UTILITIES MENU.

NOTE

If multiple computers are used, set the
sequence numbers of each machine so that
they are mutually exclusive. Also, the
versions of the MILITARY survey (or
CIVILIAN survey) on each computer need to
be identical. If new items are added, they
must be added to each computer that is use

For computer administration, change ttee appropriate directofC:\MILITARY or
C:\CIVILIAN) and do the following:

e Stepl: C:\MILITARY>military <enter> orclick on the icon (substitutecivilian when
administering the civilian survey).

« Step2: Type survy for login, antdatch<return> for password.
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NOTE

To administer the surveys on the computer
type:

login: survy
password: batch <return>

+

+

| Screen: Menu 08/16/96 |
! NAVPERSRANDCEN MILITARY CATSYS 14:04:05 |
+ +

+ +

!l - INDIVIDUAL SURVEY ENTRY |
IQ - QUIT TO DOS !

I
+ +

Please Select an Option
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» Step3: Select INDIVIDUAL SURVEY ENTRY. The computerwill display an
introductory screen, and then a screen #sts for demographics, such as sex, racial/ethnic
information, and rank. The response optians listed and numbered. The respondent
should enter the number that corresponds to the correct option, an&gméss> tomove to
the next item.

E (MILITARY Program)

+
Screen: Process 08/16/96 |
Data Input 14:05:41 |

+ """ +

+

+ +

i Navy Personnel Research and Development Center |
' MILITARY

' Command Assessment Team Survey System '
I

I

I

I

(CATSYS)
Developed by ISTC Pearl Harbor |
+ +

CATSYS 4.0M (ENTER COMMAND NAME ON THIS LINE)
Command Equal Opportunity/Sexual Harassment Survey
REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW

You are being asked to complete this survey as part of an
effort to assess the Equal Opportunity Climate at this command.

No one will be able to match your answers to you, so please
K answer all questions honestly. Press "ENTER" to continue.

E (MILITARY Program)

+ +
| Screen: Process 08/16/96 |
' Data Input 10:35:37 |
+ +
+ +
| a. Are you: b. Are you: |
i 1=Female 1=White |
I 2=Male 2=Black !
| 3=Asian/Pacific Islander !
! 4=0ther (e.g., Native Amencan/AIaskan Nat) |
+
+ +
ic. Are you of Spanish/Hispanic/Latino d. Select your current Paygrade. |
| origin or descent? 1=E1-E3 4=W1-W4 !
! 2=E4-E6 5=01-03 :
11=No, not Spanish/Hispanic/Latino 3=E7-E9 6=04-06 '
12=Yes, Spanish/Hispanic/Latino '
I
I
I
I

PRESS ESC TO TERMINATE SURVEY INPUT

NP N

.
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I]]]] (CIVILIAN Program)

+
Screen: Process 08/16/96 |
Data Input 14:12:07 |

R

+

i Navy Personnel Research and Development Center |
CIVILIAN
Command Assessment Team Survey System '
(CATSYS)
Developed by ISTC Pearl Harbor 1
+ +

+ +
I
I
I
I
I
I
I
I
I

CATSYS 4.0C (ENTER COMMAND NAME ON THIS LINE)
Command Equal Opportunity/Sexual Harassment Survey
REMINDER: ENTER COMMAND-SPECIFIC INFO AND SET PRINTER BELOW

You are being asked to complete this survey as part of an
effort to assess the Equal Opportunity Climate at this command.
No one will be able to match your answers to you, so please
answer all questions honestly. Press 'ENTER' to continue.

-

I]]]] (CIVILIAN Program)

+
Screen: Process 08/16/96 |
Data Input 11:28:41 |

R

+ +
a. Are you: b. Are you? '
1=Female 1=White 1
2=Male 2=Black 1
3=Asian/Pacific Islander !
4=0ther (e.g., Native Amerlcan/AIaskan Nat) |

4o

+ +
ic. Are you of Spanish/Hispanic/  d. What is your pay e. What is your |
i Latino origin or descent? category or pay grade? |

| classification?  1=1-4
'1 No, not Spanish/Hispanic/Latino 1=General Schedule 2=5-8 '
'2 Yes, Spanish/Hispanic/Latino (GS/IGM,GG,GJW,etc) 3=9-12 |
2=Wage System 4=13-15, SES |
(WG,WS,WL,WD,WN,etc) '
+

PRESS ESC TO TERMINATE SURVEY INPUT

N N

ﬁ

After respondents enter their paygradermation, a message #te bottommiddle of
the screemill ask them to continue withe survey (byressing @and <enter>) or go back and
modify what they have just entered in the demographic data (by pressing m and then <enter>).
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Next, the screemwill show a summary adhe demographic information dhe top of the
screen, the survey question and response scale midlaée ofthe screen, and instructions and
options at the bottom of the screen.

Respondents takindpe survey on the computer need to enter a nufntr@rthe rating
scale that corresponds to their answereiachquestion. To advance to the next questitier
entering a number, the respondent must press <enter>.

CATSYSchecks responses to make sure they are not aangé (i.e., answers must be
between 1 and 6 for the “disagree-agregiestions and between 1 and 3 tbe “yes-no”
guestions). The computesill not advance to the next question if the respondent has entered a
number that is out of range.

When all the questions are answered,system askt&he respondent whether to save the
survey responses. The respondent should press y for "Yes," tdhsawata. CATSYS will
assign ssequence number to tkhata record andxit theprogram. Steps 1 - &e repeated for
each respondent. If a respondexitsthe surveysystem beforgetting tothe end, the data are
not save, and the respondevill have to take thsurvey again. Ithe computeloses power
during the survey, théatawill not be saved and the respondsmuld completehe survey
again from the beginning.

Respondents who take the survey on the computer also need to complete any
command specific open-ended questions on a hard copy paper for@ATSYS does not allow
for responses to open-ended questions to be entered and stored in the database.

In the computer administration mode, the system will exit the program when an individual
completes the survey. To start theogram again, eithetype military <enter> orcivilian
<enter> (besure you are in the propMILITARY or CIVILIAN directory), or click on the
military or civilian iconand repeat steps 1-3. We recommend thabribne administration the
CAT team use different computers for MILITARand CIVIUAN sothat the chances of a
mixup are reduced.
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Survey Response Rates

The responseate is a percentage thdéescribes how many dhe surveyslistributed

were completed and returned. The respoate affects theeliability of theresults. Theate is

determined by dividing the number of completed surveys by the number that could have taken it.

longer at the command because they have been transferred or are on temporary duty, they should

If you find that some personnel who were randomly selectethke thesurvey are no

not be counted in the response rafghese surveyare ofterncalled “undeliverables” and are
subtracted from the total number administered before calculating the response rate.

Surveys with highresponse rates agenerally more valithan thosevith low rates. For

surveys that are distributed, a response rate of at least 50% is desirable, althosgimetieses
fall in the 20-40% range. The response rate usually can be increased by:

Emphasizing how important the survey is.
Making clear that no negative impact will occur as a result of completing the survey.

Making repeated contactsith potential respondents through follow-opntacts, phone
calls, letters, or postcards.

Although it is important tdry to maximizethe response rate, compellimglividuals to

complete theCEOSHsurveys is not recommended for it may result in bialsed and isgainst
standard survey practices.

STEP 1: 1,000(total surveys distributed/mailedy5 (“no shows”/undelivered)

STEP 2: 515(completed surveys)925 (adjusted total) =56

STEP 3: .56x 100 =56%

RESPONSE RATE is 56%

An Example of How to Calculate a Response Rate

Number of surveys distributed or mailed: 1,000
Number of “no shows” or undelivered surveys: 75
Number of completed surveys: 515

= 925 (adjusted total)
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Analyzing Data and Generating MILITARY/CIVILIAN Output

The strongesfeature of theMILITARY and CIVILIAN programs is their ability to
quickly analyzedata and producsurvey output. Before you can generate any output, your
printer must be properly set. If ydiave used both théILITARY and QVILIAN programs,
you mustset the printer type ieach program. Ifthe output is noprinting correctly you may
have to connect the computer to another prin@ATSYS should print effectively orany HP
LaserJet, Epson dot-matrix, ALPS P2000, or compatible printers.

NOTE

Before generating output, set the printer typ
by going to the main menu and selecting:

d for DEFINE COMMAND SURVEY
i for INPUT COMMAND DATA

Use the cursor keys to select the printer type
at the bottom of the screen.

Generating Graphs and Summary Reports (Tables)

After the data are entered, onew data are added to thesystem, the
MILITARY/CIVILIAN programs must analyzethe responsdsefore producing tables and
graphs.

» Stepl: Selectthe GENERATE REPORTS option frotme main menu. A submenuill
list the different types of output, or reports, that the system can produce.
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» Step 2: Selectthe fourth optionBUILD GRAPH/SUMMARY TABLES when newdata
have been added to the system.

+ +
| Screen: Menu 08/16/96 |
' REPORTS MENU 10:36:04 |
+ +
+ +
'D - DEFINE + +

'M - MODIFY !1 - LIST OF QUESTIONS BY MODULE !
'E - ENTER S!2 - PRINT SURVEY QUESTIONNAIRE !
! G - GENERAT!3 - LIST CMD OPEN-ENDED QUESTIONS !
!S-SYSTEM! 4 - BUILD GRAPH/SUMMARY TABLES !
!Q - QUIT TO!5 - GRAPHS BY MODULE !
A 16 - PIE CHARTS OF YES/NO RESPONSES!
17 - SUMMARY REPORTS !
'8 - COMMAND DATA PIE CHARTS !
'Q - QUIT TO MAIN MENU !
+ +

Please Select an Option

NOTE

If new survey data are added to the databas
remember to select option 4 to rebuild the
graph/summary tables.
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 Step 3: Wait (may take 5 to 10 minutes or more dependinthemumber of surveys and
the speed of your computantil the message ahe bottommiddle ofthe screeragain says
"Please Select an Option.” You are now ready to produce the survey output. Gbitase
5-8 to view and print the survey results.

+ +
| Screen: Menu 04/16/96 |
' REPORTS MENU 10:36:04 |
+ +
+ +
D - DEFINE + +

M - MODIFY |1 - LIST OF QUESTIONS BY MODULE |
\E - ENTER S}2 - PRINT SURVEY QUESTIONNAIRE |
| G - GENERAT|3 - LIST CMD OPEN-ENDED QUESTIONS |
1S - SYSTEM }4 - BUILD GRAPH/SUMMARY TABLES |
1Q-QUITTO] 5-GRAPHS BY MODULE 1
e ' 6 - PIE CHARTS OF YES/NO RESPONSES |
| 7 - SUMMARY REPORTS |
! 8 - COMMAND DATA PIE CHARTS !
1Q - QUIT TO MAIN MENU !
+ +

Please Select an Option

NOTE

To protect respondent anonymity, responses
of subgroups containing less than 8
individuals are not presented by CATSYS.

Data reported in the bar and line graphs are averages (means) calculated automatically by
the system. Responses of "6" (don't know/apiplicable/missingare not considered in the
calculation of these averages.

All graphs and tables will be displayed on the screen. Youthaveption ofprinting the
output (press pdhat isbeing displayed othe screen ocontinuing tothe nextgraph (press)c
Press q if you want to leave the graph displays.
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Viewing and Printing Graphs

Selectthe GRAPHS BY MODULE submenu option fmroduce output in bar chart and
line graph formats After selectingGRAPHS BY MODULE, a third level of menuwsll appear
allowing you to select the type of comparisons you want the graphs to show.

(MILITARY Program)

+ +
| Screen: Menu 08/16/96 |
' GRAPHS MENU 10:43:34 |
+ +
'D - DEFINE + +
'M - MODIFY !1 - LIST O+ +

{E - ENTER S}2 - PRINT |1 - TOTAL RESPONDENTS 1
i G - GENERAT]3 - LIST C|2 - RACIAL/ETHNIC GROUP -
'S SYSTEM |4 - BUILD |3 - GENDER 1

IQ-QUIT TO! 5 - GRAPHS 14 - OFFICER/ENLISTED !
O 16 - PIE CH!5 - PAYGRADE !

17 - SUMMAR!Q - QUIT TO MAIN MENU !

8 - COMMAN-+ +

'Q - QUIT TO MAIN MENU !

+ +

Please Select an Option

\

(CIVILIAN Program)

+

+
| Screen: Menu
|
+

GRAPHS MENU

08/16/96 !

11:30:23 |

+

+ +
'D - DEFINE +

'M - MODIFY 1 - LIST O+

+

+

{E - ENTER S}2 - PRINT |1 - TOTAL RESPONDENTS
| G - GENERAT|3 - LIST C}2 - RACIAL/ETHNIC GROUP '

'S SYSTEM 4 - BUILD |3 - GENDER
1Q - QUIT TO,|

R 16 - PIE CHIQ - QUIT TO MAIN MENU

17 - SUMMAR+

+

18 - COMMAND DATA PIE CHARTS |

IQ - QUIT TO MAIN MENU

+

+

.

Please Select an Option

5 - GRAPHS |4 - PAY CATEGORY OR CLASSIFICATION;

N
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Selecting TOTAL RESPONDENTS®vll display bar graphs ofthe data based on all
respondents who took that survey (either military or civilidéchgraph showshe averages or
means for questions in a particular module.

Selecting RACIAL/ETHNIC GROUP will produce line graphs of four racial/ethnic groups
(White, Black, Asian/Pacific Islander, Hispanic) for each survey (military or civilian) module.

NOTE

Because of small numbers, CATSYS does ngt
produce racial/ethnic breakdowns or graphs
for those indicating "Other." However, the
responses of respondents who indicated tha
they are "Other" are included in the graphs
and tables for total respondents, gender,
officer/enlisted (for military), paygrade (for
military), and pay category/classification (for
civilian).

Selecting GENDER wilproduceline graphs comparing malesd females fothe survey
(military or civilian) modules.

Selecting OFFICER/ENLISTEWill display line graphs comparing officesad enlisted
for the nine military survey modules.

Selecting PAYGRADE will display line graphs comparihg six paygrade groups for the
MILITARY survey modules.

Selecting PAY CATEGORY ORCLASSIFICATION will display line graphs comparing
the eight pay category/classification groups for the CIVILIAN survey modules.

Once you have finished viewing or printing the module graphs, you will be returned to the
submenu. Select QUIT TO MAIN MENU twice to return to the main menu.
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Viewing and Printing Pie Charts

The PIE CHARTS OF YES/NO RESPONSH##ovide theresults forthe itemsthat use a
“yes-no” scale. Charts can be generated for total respondents, racialfgtbuni; gender,
officer/enlisted status (for MILITARY), paygrade (for MILITARY), and pay
category/classification (for CIVILIAN) by choosing options 1 to 5Stlh@ nextsubmenu within
each program.

E (MILITARY Program )

+ +
| Screen: Menu 08/16/96 |
' PIE CHARTS MENU 16:44:41 |
+ +

+ +

iD - DEFINE + +

IM - MODIFY |1 - LIST O+ +

|E - ENTER S|2 - PRINT |1 - TOTAL RESPONDENTS |

' G- GENERAT'3 LIST Cj2 - RACIAL/ETHNIC GROUP H
'S SYSTEM }4 - BUILD |3 - GENDER |

'Q QUIT TO'5 GRAPHS'4 OFFICER/ENLISTED H

Formmemnee ! 6-PIECH !5- PAYGRADE !
17 - SUMMAR!Q - QUIT TO MAIN MENU !
'8 - COMMAN+ +

1Q - QUIT TO MAIN MENU |
+ +

Please Select an Option

/

L (CIVILIAN Program)

+ +
| Screen: Menu 08/16/96 |
' GRAPHS MENU 11:30:23 |
+ +
D - DEFINE + +
'M MODIFY |1 - LIST O+ +

IE - ENTER SI2 - PRINT !1 - TOTAL RESPONDENTS !

| G - GENERAT!3 - LIST C!2 - RACIAL/ETHNIC GROUP !

'S - SYSTEM !4 - BUILD I3 - GENDER

Q- QUIT TO!5 - GRAPHS!4 - PAY CATEGORY OR CLASSIFICATION'

I ! 6-PIECH !Q-QUIT TO MAIN MENU !
17 - SUMMAR+ +
'8 - COMMAND DATA PIE CHARTS !
'Q - QUIT TO MAIN MENU !

+ +
K Please Select an Option

k B N
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The COMMAND DATA PIE CHARTS option displaysthe demographicdata for the
command andthe survey respondents separatelfhis information is presented in the
MILITARY program by Gender, Rank, Racial/Ethnic Growgmd Paygrade, and in the
CIVILIAN program by Gender, Racial/Ethnic Groupand Paygrade (with pay
category/classification).

+ +
| Screen: Menu 08/16/96 |
: REPORTS MENU 10:36:04 !
+ +
+ +
'D - DEFINE + +

iM - MODIFY |1 - LIST OF QUESTIONS BY MODULE |
\E - ENTER S|2 - PRINT SURVEY QUESTIONNAIRE |
1 G - GENERAT|3 - LIST CMD OPEN-ENDED QUESTIONS |
1S - SYSTEM }4 - BUILD GRAPH/SUMMARY TABLES |
1Q - QUIT TO'5 GRAPHS BY MODULE H
L 16 - PIE CHARTS OF YES/NO RESPONSES'

'7 SUMMARY REPORTS '

8 - COMMAND DATA PIE CHARTS H
'Q QUIT TO MAIN MENU |
+ +

Please Select an Option

As was truewith the otheikinds ofoutput,all pie chartswill be displayed orthe screen
and can be printedUsethe options atthe bottom of the screen shlow whether you want to
print the chart, continue to the next one, or quit.
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Viewing and Printing Summary Reports

Selectthe SUMMARY REPORTS option tdave the surveylatadisplayed in tables.
Another menu will appear and offer three types of tables.

+ +
| Screen: Menu 08/16/96 |
' SUMMARY REPORTS MENU 10:44:16 |
+ +
+ +
D - DEFINE + +
iM - MODIFY |1 - LIST O+ +

IE - ENTER S!2 - PRINT !1 - TABLE OF RAW FREQUENCIES !
! G - GENERAT!3 - LIST C!2 - TABLE OF COLLAPSED FREQUENCIES!
'S - SYSTEM !4 - BUILD !3 - TABLE OF YES/NO RESPONSES !
IQ - QUIT TO!5 - GRAPHS!Q - QUIT TO MAIN MENU !
O 16 - PIE CH+ +

! 7 - SUMMARY REPORTS !

'8 - COMMAND DATA PIE CHARTS !

'Q - QUIT TO MAIN MENU !

+
t

Please Select an Option

The TABLE OF RAW FREQUENCIES displaythe numbers of respondents who
selected eachesponse (i.e., 1 through 6) to a given item. The numbeespiondents who
answered each question is displayed in the Total N coldris.table also containthe mean or
average value of the responses in the far right column. The military means can be compared with
the 1996Navy-wide norms contained in Appendix B of thiser Guide. CATSYS 4.0 also
calculates themodule mean forach of thesurvey modulesand reverse-scoresnegatively
worded items so that higher numbers indicate more positive survey responses.

The TABLE OF COLLAPSED FREQUENCIES menu provides tables thighresponse
categories grouped. Respon&BEsand“2” arecombined into a category called "disagree," and
“4” and “5” into a category called "agree." The percentages for respons&$ tfieither agree
nor disagree,” and “6,” "not applicable,” are also provided.

The TABLE OF YES/NORESPONSESrovidesthe frequencies and percentages for
factualitems usinghe three-point “yesio, not applicable” scale. The responses to these items
areusuallyinterpreted based on the percentadg® said "no,'the percentageho said "yes,"
and the percentageho said "don't know/not applicable.” Responsey&s-no” questions are
also displayed on pie charts in the PIE CHARTS OF YES/NO RESPONSES submenu.

Submenus allow you to view or print tables time MILITARY program by Total
Respondents, Racial/Ethnic Group, Gender, Officer/Enlisted, and Paygrade, and in the
CIVILIAN program by Total Respondents, Racial/Ethnic Group, Genderd Pay
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Category/Classification fdahe TABLE OF RAW FREQUENCIES, TABLE OF COLLAPSED
FREQUENCIES, and TABLE OF YES/NO RESPONSES.

Comparing Units Within Commands

CATSYS currently cannot analyze armlisplaythe dataor two or more units within a
command orthe same graphand tables. However, tlatafor theindividual unitscan be
entered, analyzed, and printed separately, and thematgied (see “Copyingnd Combining
MILITARY/CIVILIAN DataFiles” section)and analyzed for thehole command. The hard
copy printouts okachunit could be visualllcompared to determingmilarities ordifferences
between units. If units are compared, it it a good idestdahe sequenceimbers to be unique.
For example, unit inightuse sequence numbers 1-300, unit 2 sequence numbers 3@1te600,
(See “Setting the Sequence Number” section.)

NOTE

Comparisons between units such as
Departments or comparisons of the same
command over time can be done only
through the hard copy graphs and tables
generated by CATSYS.

Analyzing Open-Ended Questions

The responses to open-ended questions can add deptie tmumerical responses
obtained on the closed-end€&EOSHsurvey items. Numbers alooéen do notell the whole
story. Responses to open-ended questions may prewiggestions foaction planningand can
be used in briefing the CO.

Typically, responses tthe open-endeduestionsare not subject to arfgrmal data
analysis. The CAT shoulkbde thedemographic responses tire lastpage ofthe open-ended
guestions (e.g., military, civilian; officer, enlistedS, WG; male, female)separate thegeages
from the hardcopy survey, and put them together in packets by racial/ethnic andgyengsr
If the respondentsnay be identified by their demographic responses (gaye isonly one
Hispanic female officer athe command),the demographic information should be left off to
preserve the respondent’s anonymity.
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NOTE

If there is a chance that the respondents ma
be identifiable due to handwriting, the CAT
should consider retyping the comments and
using the typed package.

In reading ovetthe comments, trends should beted andmajor issuesand concerns
summarized. It is a good ideatty to sort or categorizihe commentsusing any of several
criteria. For some questiortee responsesight besortedalong a positive-negative continuum.

In other cases, the responsaight besorted according to their contegtoupingthem into key
categories or themes. A simple approach is to use a relatively few fixed categories. For example,
the CAT might categorize responsesttte open-endeiems adavorable, unfavorable, mixed,
andunsure. A system like thizan be used amyme the data contairesponsesanging from

positive to negative. A summary of the comments should be prepared for the CO, XO, CMC, and
other relevant parties.
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Using the MILITARY/CIVILIAN System Utilities

There are aumber of “housekeeping” chordsat are needefilom time to time tdkeep
CATSYSfunctioning properly. Thesare contained in th8YSTEM UTILITIES MENU in both
the MILITARY and CIVILIAN programs. Entering this submegivesthe user a choice éive
utility functions.

+
Screen: Menu 08/16/96 |

SYSTEM UTILITIES MENU 16:45:30 |
+

e e

'D - DEFINE + +
M - MODIFY i1 - BEGINNING SEQUENCE NUMBER |
IE - ENTER SI2 - REINDEX FILES
IG - GENERAT!3 - UPDATE SYSTEM PRINTER !
I'S- SYSTEM !4 - COPY RESPONSES TO DISK/TOPCAT !
Q - QUIT TO5 - COMBINE MULTIPLE DATA FILES |
A 'Q - QUIT TO MAIN MENU !
+ +

Please Select an Option

Setting the Sequence Number

Althoughthe CEOSHsurvey is completed anonymousdlige system mushave a way to
match demographidata tosurvey responses for ttdataanalysis. This is accomplished by
having the system automaticallassign anumber, known as a@equence number to each
respondent'dlatawhen it is enteredhto the computesystem. Sequence numbarg assigned
after responses for the last item are entered into the database.

NOTE

It is a good idea to write the sequence
number on the paper survey in case the
paper copy ever needs to be matched with t
computer data.
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For computer administrationsing multiplecomputers, the sequenceimbers (within
MILITARY and within CIVILIAN) need to be mutually exclusive (i.e., each number is used only
once) so that when thaata are latemerged,each data recordill have a unique sequence
number.

CATSYS sets the default starting sequence number at "1." Hovkegamingsequence
numbers can be changed using BEEGINNING SEQUENCE NUMBERscreen in th&YSTEM
UTILITIES MENU. Press éor “Edit” to set a new sequence number.

+ +
| Screen: Menu 08/16/96 |
' SYSTEM UTILITIES MENU 16:45:30 |
+ +

+ +

'D - DEFINE + +

IM - MODIFY | 1-BEGINNING SEQUENCE NUMBER |
\E - ENTER S'2 REINDEX FILES
'G GENERAT'3 UPDATE SYSTEM PRINTER |
1 S-SYSTEM |4 - COPY RESPONSES TO DISK/TOPCAT |
,Q QUIT TO|5 - COMBINE MULTIPLE DATA FILES |
——————————— 1Q - QUIT TO MAIN MENU H
+ +

Please Select an Option

+ +
| Screen: 1 04/16/96 |
| File: COMMDLOG Response Sequence Number Update 10:45:11 |
+ +

+ +

| Starting Response No.: 1}

+ +

Edit Quit

SN
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Reindexing Files
It is a good idea to reindex the data files before generating graphs or tables. To do this:

e Stepl Select SYSTEM UTILITIES MENU from the main menu.

e Step2 Select REINDEX FILES. This initiates a progranthat will sort all the files in
proper order so that th&y/stemcan conductalculations and produce the outp8electing
this option updatethe database for analys@ATSYS will usually do this automatically
when the system is started.

Changing the System Printer Configuration

Depending on your computer/printer setup, you megd to makenodifications to the
printer configuration:

e Stepl Select SYSTEM UTILITIES MENU from the main menu.

» Step2  Select UPDATESYSTEM PRINTER. This displays ascreen that haspecific
information aboutthe printer portmode of operation, and commastting for various
printers. If you are nagettingany output, the podetting (LPT1, LPT2) mayeed to be
changed using this submenu.

+ +
| Screen: Report 08/16/96 |

' SYSTEM PRINTER CONFIGURATION 16:47:14 |
+

Update System Printer |

Print Port (Ipt): 1 1
ormal Mode 018, , , , , , , , , , i
ommand String:  , , ., ., . . . . i

o0 0Oz

ondensed Mode 015, , , , , , , , , , i
ommand String:  , , ., . . . . . . g

1

Printer Normal Mode Condensed Mode H

Dot Matrix 018 015 H

HP LaserJet 027,069,027,038, 027,038,108,056,052,112,049, |
108,048,079,027, 111,056,068,027,040,056,117, |
040,115,051,084 027,038,107,050,083 '

+-TTTT Tt TTTT T TTTTTTTTTTTTTTTTTT 4+

Continue with Printer Configuration? N

» Step3 To make changes, press y in respons¢h& question "Continueith Printer
Configuration?" Your cursor will jump to each of the three settings.
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« Step4 Change the numerical settings by using the information below the straigthaline
shows what settings correspond to dot matrix and laser printers.

NOTE

If you have an HP LaserJet Ill series printer
that doesn’t print correctly using the
standard HP LaserJet selection, try typing in
these codes:

Normal Mode - 027, 069, 027, 038, 10},
052, 083

Condensed Mode - 027, 069, 027, 038, 1(@8,
049, 111, 056, 068, 027,
040, 115, 048, 084, 027,
038, 107, 050, 083

» Step5  After updatingthe information, youare returned to theubmenu. Press g to
return to the main menu.



CATSYS 4.0 User Guide, page 84

Copying and Combining Data Files Within the MILITARY and CIVILIAN
Programs

If the survey was administered on or entaregd more than one computéhe datadrom
each computer will have to be combined into one large fileGAAGYScananalyze. Options 4
and 5from the SYSTEM UTILITIES MENU are used t@ombinethe individual datafiles from
different computers.

+ +
| Screen: Menu 08/16/96 |
' SYSTEM UTILITIES MENU 10:45:02 |
+ +

+ +
D - DEFINE + +

'M MODIFY |1 - BEGINNING SEQUENCE NUMBER |

'E - ENTER S!2 - REINDEX FILES

IG - GENERAT!3 - UPDATE SYSTEM PRINTER !
!'S-SYSTEM | 4- COPY RESPONSES TO DISK/TOPCAT !
Q- QUITTO! 5-COMBINE MULTIPLE DATA FILES !
R 'Q - QUIT TO MAIN MENU !

K Please Select an Option

Option 4 is used to copyach datdile to aseparate diskette. It isgod idea to label
each disk (e.g., computer 1, computer 2) to keep track ofilése Option 4 is also used to
transfer data to TOPCAT for combined MILITARY/CIVILIAN analyses.

+
Screen: Process 08/16/96 |

Write Response File to Diskette 16:47:38 |
+

+ """ +

+ +
ID - DEFINE + +

iM - MODIFY |1 - BEGINNING SEQUENCE NUMBER '

IE - ENTER S'2 REINDEX FILES
IG - GENERAT|3 - UPDATE SYSTEM PRINTER i
:S-SYSTEM:4 CO + +
1Q - QUIT TO|5 - CO|Copying Response Flle to Diskette |
Fommmemeee- : - QU|
+oeeee- \Enter a previously formatted dlskette H

'|nto your disk drive:

iEnter Code for Diskette drive: A 1

' or !

'Press [Esc] to Quit 1
+
Please wait, initializing module...
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After all the fles are copied to separate disket®gtion 5then is used to combine the
individual data files into one large file that MILITARY/CIVILIAN will analyze. After the
individual data files are combined using Option 5, the combinedd@éds to be reanalyzeding
the BUILD GRAPH/SUMMARY TABLES option within the GENERATE REPORTS submenu.

+ +
| Screen: Process 08/16/96 |
' Combining Multiple Data Files 16:48:00 |
+ +
+ +
iD - DEFINE + +

'M MODIFY |1 - BEGINNING SEQUENCE NUMBER !
\E - ENTER S}2 - REINDEX FILES
'G GENERAT'3 UPDATE SYSTEM PRINTER |
1'S-SYSTEM |4 - CO+ +
:Q -QUITTO}] 5-CO Combine Response File to Master 1
omennennes IQ - QU;
LSRR {Enter a previously copied Response 1

'F|Ie into your disk drive:

'Enter Code for Diskette dr|ve A i

' or 1

'Press [Esc] to Quit 1

+

Please wait, initializing module...

Options 4 and Banalso be used to stodatafrom a previous assessment or to transfer
the datafrom one computer to another. For examphe CAT may wish tdorief the CO on
his/her computer, or may want to prthe graphsand tablesising acomputer connected to a
better printer. To transfer survey data to another machine, dowthleathtefile to a diskusing
Option 4 of SYSTEM UTILITIES MENU. Install CATSYS on the new machine. If new modules
and items were added to the original system, they need to be addechtew computer as does
the demographidata on thdNPUT COMMAND DATA option. Also, ifthe new machine is
connected to a different type of printer, remember to set the printer on the new mesahgne
the DEFINECOMMAND SURVEY and INPUT COMMAND DATA options. Uploadhe data
file to the new machinasing Option 5 of SYSTEM UTILITIES MENU. Then, REINDEX
FILES andBUILD GRAPH/SUMMARY TABLES togenerate the output on the new machine.
If, after transferringthe data to aew machine, you want to add more survey responses, you
must first changehe sequence number to one not used irplthelatafile (see “Setting the
Sequence Number” section).
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Deleting Data From an Earlier Survey Administration

All the data in th€ATSYSdatabasevill be used to make the output tables amdphs.
If data from an earlier survey are in the system, they will be includiae analysis otthe newly
entered responsesAll old datashould be deleted or transferred frahe computesystem
before enteringhe new data(CATSYS4.0will not analyzelatafiles from earlier versions of
CATSYS))

Once theold data aresafely stored on disk, it is best telete the entirgorogram
(MILITARY or CIVILIAN) and reinstall iusingthe CATSYS 4.0 diskette before entering any
new data. This procedure is performed as follows:

« Step 1l: C:\>cd\military<enter>
OR  C:\>cd \civilian<enter>

» Step2: C:\MILITARY>del *.* <enter>
OR  C:\CIVILIAN>del *.* <enter>

» Step 3: Reinstall the MILITARY or CIVILIAN program as previously described.
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Comparing Military and Civilian Responses Using TOPCAT

TOPCAT is a progranthat combines and comparesilitary and civilian responses. It
provides analyses fall personnel who completeithe surveywithin a command as well as
combined military-civilian analyses by gender aace.Also, comparisonare provided between
military andcivilian responses to @ore set of 2Zommon items. TOPCAT utilizes many of the
same features dbe MILITARY and CIVILIAN programs, described earlier in this Guidehis
section will focus on additional features available when using TOPCAT.

NOTE

Before entering new data, be sure all old dat
are deleted or transferred from the system.
Deletion and transfer of data are described
within the “TOPCAT System Utilities”
section below.

Transferring Data to TOPCAT

CATSYS allows users to copare survey responses wofilitary with the responses of
civilians to a set of 22 items common to both surveys.

NOTE

User-defined items that appear on both
surveys cannot be compared using TOPCA
Also, TOPCAT does not compare responses
to Extremist/Hate Group and Alcohol and
Harassment items that appear on both
surveys. These items were added at BUPE
direction after the TOPCAT programming
was completed.
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The TOPCAT program is contained on the CATSYS 4.0 diskette (see “Installing CATSYS
4.0” section for installation procedures). In order to complaeemilitary and civilian results,
datafrom both MILITARY and QVILIAN programswill have to be copied to thEOPCAT
directory. This is awo-step process, witthe first step occurring inthe MILITARY and
CIVILIAN programs and the second step occurring in the TOPCAT program.

To copy data from the MILITARY or CIVILIAN program to a temporary diskette:

e Step l: Insert a diskette.

e Step2:. Select SYSTEM UTILITIES MENU from the main menu of
MILITARY/CIVILIAN and COPY RESPONSES TO DISK/TOPCAT from the submenu.

+ +
| Screen: Menu 08/16/96 |
' SYSTEM UTILITIES MENU 16:45:30 |
+ +
+ +
iD - DEFINE + +

iM - MODIFY |1 - BEGINNING SEQUENCE NUMBER |
{E - ENTER S'2 REINDEX FILES
G - GENERAT|3 - UPDATE SYSTEM PRINTER H
1S -SYSTEM | 4 - COPY RESPONSES TO DISK/ITOPCAT |
1Q - QUIT TO:5 - COMBINE MULTIPLE DATA FILES |
Fommmeee- 1Q - QUIT TO MAIN MENU 1

+ +

Please Select an Option
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+
Screen: Process 08/16/96 |

Write Response File to Diskette 16:47:38 |
+

+-""" +

+ +

iD - DEFINE + +

IM - MODIFY |1 - BEGINNING SEQUENCE NUMBER 1
E - ENTER S'2 REINDEX FILES

G - GENERAT'3 UPDATE SYSTEM PRINTER |
1S-SYSTEM |} 4-CO + +
1Q-QUITTO|5 - CO'Copymg Response F|Ie to Diskette |

I|nto your disk drive:

1Enter Code for Diskette drlve A !
1 or 1

'Press [Esc] to Quit '

+

Please wait, initializing module...

e Step 3: Enter the letter of your disk drive.

The program will return to the SYSTEM UTILITIES MENU wheéone. Be sure to copy
both MILITARY and CIVILIAN data onto separate disks before doing analyses in TOPCAT.

Starting TOPCAT
To begin TOPCAT in Windows, click on the icon. In DOS, do the following:

« Step 1. If you have not alreadinstalled TOPCAT, followthe directions inthe beginning
of the User Guide to install it now.

« Step 2. Change tothe TOPCAT directory:
C:\>cd \topcakenter>

» Step 3: Start the TOPCAT program:
C:\TOPCAT=topcat <enter>

» Step 4. Enter the login and password.
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NOTE
To begin TOPCAT, enter the system with:

login: comnd
password: survey

This will produce the TOPCAT main menu:

+
t

I
|
+

+

| Screen: Menu 08/16/96 |
NAVPERSRANDCEN TOPCAT SURVEY 14:22:57 |
+
+ +

D - DEFINE COMMAND SURVEY '
il - IMPORT MILITARY/CIVILIAN DATA |
|G - GENERATE REPORTS '

1S - SYSTEM UTILITIES MENU H

1
!Q - QUIT TO DOS !
+ +

Please Select an Option
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Copying Survey Data into TOPCAT

To copy datanto TOPCAT, select IMPORT MILITARY/CIVILIANDATA from the
TOPCAT main menu.

+

+
| Screen: Menu 04/16/96 |
' NAVPERSRANDCEN TOPCAT SURVEY 14:22:57 |
+ +

+ +

ID - DEFINE COMMAND SURVEY !
'l - IMPORT MILITARY/CIVILIAN DATA !
IG - GENERATE REPORTS !

IS - SYSTEM UTILITIES MENU !

IQ - QUIT TO DOS !

+ +

Please Select an Option

-
N

Place the diskcontainingthe downloadeMILITARY data file in the diskdrive
(downloadingMUST have been done througbption 4 ofthe SYSTEM UTILITIES MENU of
the MILITARY program). Select COMBINE MILITARY RESPONSE FILE from the submenu.

+
Screen: Menu 08/16/96 |

IMPORT MILITARY/CIVILIAN DATA 14:56:06 |
+

e i

+ +
t

D - DEFINE + +
I-IMPORT ! M- COMBINE MILITARY RESPONSE FILE !
G - GENERAT!C - COMBINE CIVILIAN RESPONSE FILE!

'S - SYSTEM !Q - QUIT TO MAIN MENU !

IQ - QUIT TO+ +

+ +

Please Select an Option

~
N
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A subscreen appears asking for the disk drive designation (A: or B:). Press the
appropriate letter.

+

\

Screen Process 08/16/96 |
Add Military File to Master 14:56:26 |
+
+ +

iD - DEFINE + +

1 1-IMPORT | M- COMBINE MILITARY RESPONSE FILE |

IG - GENERAT]|C - COMBINE CIVILIAN RESPONSE FILE]

1S - SYSTEM |Q - QUIT TO MAIN MENU !

IQ QUIT TO+------ + +
------------------ iICombine Military File to Master |

'Enter a previously copled Response !

iFile into your disk drive:
'Enter Code for Diskette dnve A !

' or 1

'Press [Esc] to Quit 1
+

Please wait, initializing module...

The MILITARY data will be loaded into TOPCAT.

N

To copy CIMLIAN datainto TOPCAT, placehe diskwith the QVILIAN data in the
disk drive (downloadinglUST have been done throu@bption 4 ofthe SYSTEM UTILITIES
MENU of the QVILIAN program) and select th€OMBINE CIVILIAN RESPONSEFILE

option.

+

\

Screen Process 08/16/96 |
Add Civilian File to Master 14:56:26 |
+
+ +
'D - DEFINE + +

| - IMPORT |M - COMBINE MILITARY RESPONSE FILE]
IG - GENERAT,| C - COMBINE CIVILIAN RESPONSE FILE |
1S - SYSTEM |Q - QUIT TO MAIN MENU H
,Q QUIT TO+------ + +
------------------ ICombine Civilian File to Master !

I ]
IEnter a previously copied Response |

iFile into your disk drive: 1
'Enter Code for Diskette drive: A !

' or 1
'Press [Esc] to Quit 1
+ +
Please wait, initializing module...

Press the letter of the drive designation when prompted and wait until returned to the submenu.

N




CATSYS 4.0 User Guide, page 93

Changing TOPCAT Demographics

As in MILITARY and CIVILIAN, the command demographiaseed to be defined.
Select DEFINE COMMANDSURVEY from the main menu,and thednNPUT COMMAND
DATA from the submenu.

+ +
| Screen: Menu 08/16/96 |
' COMMAND DATA MENU 14:53:15 |
+ +
' D - DEFINE + +
il - IMPORT | I - INPUT COMMAND DATA |

!G - GENERATIL - LIST OF COMMAND DATA !
IS - SYSTEM !Q - QUIT TO MAIN MENU !

'Q - QUIT TO+ +

+ +

Please Select an Option

+

Screen: 1 08/16/96 |

File: COMMDLOG Command Demographic Data 14:53:46 |
+

+

1
1

* TOTAL PERSONNEL COMMAND ASSESSMENT TEAM SURVEY (TOPCAT) * |
1

1
Enter Demographic Breakdown by Percent within this Command '
1

1
ETHNIC GROUP  SEX PERSONNEL CATEGORY |
White :100 Female :100 Military :100 !
Black : 0 Male : 0 Civilian: 0 |
Hispanic: 0 H
Asian/Pac: 0 H
Isl. 1

Printer Selection for Graphs H
Printer Type :01 HEWLETT PACKARD LASERJET '
1

2 T o

Edit Quit

SN

The combined percentagesesdch race/ethnigroup, sexand military vs. civilianneed
to be entered, as well as setting the printer. To enter numbers approptti@eammand, press
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e (for “Edit”; see commands at bottom of screen). Percents in each cataggiadd to 100%.
To move throughhe selections pressenter> or thelown arrow. Onc¢he PrinterType line is
highlighted,the message ahe bottom of the screeshowsthat alist of compatible printers is
available by pressing \ (backslash). Move throughligtisvith <enter> or thearrow keys, and

press s to selet¢he desired printer typeThe selected printer name is now displayed on the
Printer Type line. Press <enter> to continue. The system will then ask if you want tothisdate

information. Pressing y will save the information just entered. Ptesyrn to the submenu.

Once thecommanddata are enteredjou maycheck them oiprint them through the
second option on theubmenuLIST OF COMMAND DATA. Press p to printhe data (see
options at bottom of screen). Press g to return to the submenuj@netorn to the main menu.

+
Screen: Report 08/16/96 |

Command Data (TOPCAT) 14:54:57 |
+

R

View Screen #1 of 1
+ +

TOPCAT COMMAND INFORMATION '

I

|

i TOTAL PERSONNEL COMMAND ASSESSMENT TEAM SURVEY (TOPCAT) '
| DEMOGRAPHIC BREAKDOWN BY PERCENT |
I
I
I
I
I
I

ETHNIC GROUPS SEX PERSONNEL CLASSIFICATION !
1
1

'WHITE 100 FEMALE 100 MILITARY 100 !

IBLACK 0 MALE 0 CIVILIAN 0 !

' HISPANIC 0 !

! ASIAN/PAC 0 !

ISL. !

PRINTER SELECTION FOR GRAPHS !
PRINTER CODE: 01 DESCRIPTION: HEWLETT PACKARD LASERJET !
+
Arrow keys, PgDn, PgUp, Home, End, S-Search, P-Print, Q-Exit

4mmm—————
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Analyzing Data and Generating TOPCAT Output

Once the data have beéraded into TOPCATand thecommand demographics are
defined, graphsaind tables need to Ibeilt with the combined military/civiliandata. Select
GENERATE REPORTS frorthe main menuand BUILD GRAPH/SUMMARY TABLES from
the submenu.

+ +
| Screen: Menu 08/16/96 |
' REPORTS MENU 14:57:13 |
+ +

+ +

'D - DEFINE + +

il - IMPORT | 1 - BUILD GRAPH/SUMMARY TABLES |
| G - GENERAT|2 - GRAPHS BY MODULE '
1S - SYSTEM |3 - PIE CHARTS OF YES/NO RESPONSES;
1Q - QUIT TO}4 - SUMMARY REPORTS !
Hoemeeneeae 15 - COMMAND DATA PIE CHARTS i

1Q - QUIT TO MAIN MENU !

+ +

Please Select an Option

Wait until the message ahe bottom of the screemain saysPleaseSelect an Option.”
(This may take awhile depending upon your machine and the amount of data.)

CATSYS users may want to compahne results of a current administrationtbe survey
with previous results obtained #te same command. AlthougBATSYS does not make
statistical comparisons between tgimilar datasets (TOPCAT vs. TOPCAT), usetan make
these comparisons hyrinting the hard copy tables amggaphs forthe twoadministrations. As
long asthe old surveydata are saved on a diskette or anosutdirectory, thelata carmalways
be reanalyzed at a later time lmadingthe twodatafiles and building summaryeports and
tables.

This approach camlso be used to make comparistve$ween two or morenits of a
larger command. Thdatafrom the first unit are loaded, analyzed, and printétle second
unit’'s data are loaded, analyzed, and printed. Comparisons between tloamies made based
on the hard copy printouts, and similarities and differences can be noted.
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Viewing and Printing TOPCAT Graphs

TOPCAT is able to printhe same types of graphs, charts, and tablegla$TARY and
CIVILIAN. The options at the bottom of the screen allow for printing (press p), continuing to the
next graph (press c), or quitting (pre3s g

Selecting GRAPHS BY MODULE produces the following submenu:

+ +
| Screen: Menu 08/16/96 |
' GRAPHS MENU 14:57:46 |
+ +
+ +
iD - DEFINE + +
il - IMPORT {1 - BUILD + +

! G - GENERAT! 2 - GRAPHS !1 - TOTAL RESPONDENTS !
IS - SYSTEM |3 - PIE CH!2 - RACIAL/ETHNIC GROUP !
!Q - QUIT TO!4 - SUMMAR!3 - GENDER !
. '5 - COMMAN!4 - MILITARY/CIVILIAN !
!Q - QUIT T!Q - QUIT TO MAIN MENU !
+ + +

Please Select an Option

Graphs in TOTAL RESPONDENT&e bamgraphs showinghe mean foall respondents
(military and civilian).

Graphs in RACIAL/ETHNIC GROURireline graphs comparinthe means ofthe four
groups.

Graphs in GENDER are line graphs comparing the means of men and women.

Graphs in MILITARY/CIVILIAN areline graphs comparinthe means ofall military to
the means of all civilian.
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Viewing and Printing TOPCAT Pie Charts

PIE CHARTS OF YES/NO RESPONSH#oduces pie charts tifie factuaitems for the
four groupings.

+ +
| Screen: Menu 08/16/96 |
' PIE CHARTS MENU 14:58:40 |
+ +
+ +
'D - DEFINE + +
'l - IMPORT !1 - BUILD + +

| G - GENERAT!2 - GRAPHS!1 - TOTAL RESPONDENTS !
!S-SYSTEM! 3-PIECH |2-RACIAL/ETHNIC GROUP !
'Q - QUIT TO!4 - SUMMAR!3 - GENDER !
1 1 1 1
. '5 - COMMAN!4 - MILITARY/CIVILIAN !

'Q - QUIT T!Q - QUIT TO MAIN MENU !

+ + +

Please Select an Option

~
N

COMMAND DATA PIE CHARTS produces pie chartshowing the command
percentages and the respondent percentages in the four groupings.

| Screen: Menu 08/16/96 |
' REPORTS MENU 14:57:13 |
+ +

+ +

D - DEFINE + +

il - IMPORT |1 - BUILD GRAPH/SUMMARY TABLES |

' G- GENERAT'Z GRAPHS BY MODULE '

'S SYSTEM |3 - PIE CHARTS OF YES/NO RESPONSES'
'Q QUIT TO'4 SUMMARY REPORTS |
+emeemeonen- 5 - COMMAND DATA PIE CHARTS H

'Q QUIT TO MAIN MENU !
+ +

K Please Select an Option

N
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Viewing and Printing TOPCAT Summary Reports

SUMMARY REPORTS provides a TABLE OF RAW FREQUENCIES, a TABLE OF
COLLAPSED FREQUENCIES, and a TABLE OF YES/NO RESPONSES.

+ +
| Screen: Menu 08/16/96 |
' SUMMARY REPORTS MENU 14:59:11 |
+ +
+ +
'D - DEFINE + +
'l - IMPORT !1 - BUILD + +

| G - GENERAT!2 - GRAPHS!1 - TABLE OF RAW FREQUENCIES !
IS - SYSTEM !3 - PIE CH!2 - TABLE OF COLLAPSED FREQUENCIES!
Q- QUITTO! 4 - SUMMAR!3 - TABLE OF YES/NO RESPONSES |
RO '5 - COMMAN!Q - QUIT TO MAIN MENU !

Q- QUIT T+ +

+ +

Please Select an Option

The TABLE OF RAW FREQUENCIES displays the number of respondents who selected
eachresponsg“1” through“6”) as well asthe total number of respondents &achquestion.
Negatively worded items are again reverse-scored. The mean value of the respbssley ésl
as well as the module means.

The TABLE OF COLLAPSED FREQUENCIES combines responsé$”’oand“2” into
a “disagree” category, arfd” and“5” into an agree category. The number aedcent of
respondents agreeing, disagreeing, selecmegther agree nodisagree,” and selectintnot
applicable” are provided.

The TABLE OF YES/NORESPONSESrovides frequencies and percentages for items
using the three-point “yes-no” scaleThese numbersare displayed graphically irthe PIE
CHARTS OF YES/NO RESPONSES.
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TOPCAT System Utilities

The SYSTEMUTILITIES MENU in TOPCAT allowdor reindexinghefiles or resetting
the printer configuration.

Reindexing files in TOPCAT is the same as in MILITARY and CIVILIAN.

+

+
| Screen: Menu 08/16/96 |
' SYSTEM UTILITIES MENU 15:01:30 |
+ +

+ +

D - DEFINE + +

|- IMPORT! 1- REINDEX FILES !
'G - GENERAT!2 - UPDATE SYSTEM PRINTER !
| S - SYSTEM |Q - QUIT TO MAIN MENU !
'Q QUIT TO+

+

Please Select an Option

N

-

The UPDATE SYSTEM PRINTER option allows the user to change the printer port and
the printer codes. It works the same as for MILITARY/CIVILIAN described previously.

+ +
| Screen: Menu 08/16/96 |
! SYSTEM UTILITIES MENU 15:01:30 |
+ +
+ +
D - DEFINE + +

I| - IMPORT !1 - REINDEX FILES !

G - GENERAT! 2 - UPDATE SYSTEM PRINTER !
| S - SYSTEM |Q - QUIT TO MAIN MENU !

'Q QUIT TO+

+

Please Select an Option

N

-
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+ +
| Screen: Report 08/16/96 |

' SYSTEM PRINTER CONFIGURATION 15:01:52 |
+

Update System Printer |

Print Port (Ipt): 1 1
ormal Mode 018, , , , , , , , , , i
ommand String:  , , , ., . . . . i

ndensed Mode 015, , , , , , , , , , 1

N
C
Co
Command String:  , , , . . , . . . |

Printer Normal Mode Condensed Mode H

Dot Matrix 018 015 H

HP LaserJet 027,069,027,038, 027,038,108,056,052,112,049, |
108,048,079,027, 111,056,068,027,040,056,117, |
040,115,051,084 027,038,107,050,083 '

+-TTTT Tt TTTT T TTTTTTTTTTTTTTTTTT 4+

Continue with Printer Configuration? N

Deleting TOPCAT Data From an Earlier Survey Administration

All the data in th@ OPCAT databasavill be used to make the output tables amdphs.
If data from an earlier survey are in the system, they will be includdx analysis othe newly
entered responsesAll old datashould be deleted or transferred frahe computesystem
before entering the new data.

It is best to delete the entil®OPCAT programand reinstall iusing the CATSYS 4.0
diskette before entering any new data. This procedure is performed as follows:

e Step1l: C:\>cd \topcat <enter>
o Step2: CATOPCAT>del *.*<enter>

 Step 3. Reinstall TOPCAT as previously described.
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Interpreting Survey Results

Demographics

The COMMAND DATA PIE CHARTS show the degree to whibb survey respondents
are representative of the enttemmand. Comparthe pie charts othe sample withthe pie
charts of the entire command. Remember that, if you have had to oversample minority groups to
attain theminimum of 10individuals, your sample demographics may differ ftbecommand
population.

If you havedatafrom groups with lesthan 8individuals inthe sample,the resultswill
not be displayed to protect the anonymity of the respondents and to reduce chances of inaccurate
conclusions. As mentioned previously, a decision to increase the size of the sample may be made
if it is unlikely that the recommended minimum size of 10 will be obtained for one or more of the
main groups (i.e., male-female; Whites, Blacks, Hispanics). However, it is advisabline
maximum number of individuals in a survey assessment be limited, if possible, thaoygmg.
CATSYS can analyze several thousand surveys. However, additional computer memory and
processing power may be necessary for very large samples.

Determining Subgroup Differences

The summary reports (i.e., tables)d graphsare thebasis for determining racial/ethnic
similaritiesand differences. There are no absotutes abouthe interpretation of differences
betweengroups. Since aburvey responses hageme degree of error, differences should be
greater than 10 percentag®ints or .5 of a mean (average) scale point betbey are
interpreted as "meaningful." Also, patterns of consistent differences in a module shooiddoe
rather than a difference betwegroups on a single itemDifferences betweegroups on an
entire module are less likely to be due to chance variation than differences on a single item.

Certain patterns should be routinely checked:

* Do men and women differ on their perceptions of sexual harassment and grievances?

» Do officers and enlisted have different perceptions of retention issues?

» Do civilian and military personnel hagemilar perceptions of theommand’s EO climate
or do they differ?

» Do Whites, Hispanics, Blackend Asian/Pacific Islanders has#fering perceptions
about discrimination, discipline, and advancement?

While checking for differences between vari@udgroupsithe CAT members should
compare thdocal military responses titve Navy-wide norms listed in Appendix B of tHisser
Guide. Differencebave been obtained in Navy-wide surveys between vasiggroups (e.g.,
Whites and Blacks have somewhat different perceptioi3isaiipline issuesand thecommand
results may mirror these differences.



CATSYS 4.0 User Guide, page 102

In interpretingthe overall survey responses, agll asthe subgroup comparisons, the
absolute value of the responses should also be considered.

* Do the average scores fall on the "agree" side (above “3”) of the scale?
* Does a higher percentage of the respondents agree or disagree with an item?

It will be rare for average responses to be much above "4" or bmlow "2." Thus,
average scores 64" or aboveshould be interpreted @asdicating clear agreement with #&am
and scores of2” or below as indicating clear disagreement. Scores art8inffneither agree
nor disagree") are harder to interpret -- individuals selecting this may have no opinion, be unsure,
be ambivalent, or be hesitant to express their true feelings.

Although many ofthe conclusions drawn frorthe surveywill be based on perceptions
rather than facts, perceptions are often related to actual behaviaragnahfluence how Navy
military and civilian personnel feel, workgnd actogether. Responses to the perceptual items
tell somethingabout theclimate of a command and may be related to i@l the command is
functioning.

Comparing Military Data to Navy-Wide Data

Appendix B of thisUser Guidecontains Navy-wide norms obtained fraime 1996
administration ofthe Navy EquaDpportunity/Sexual Harassme(WEOSH) Survey. These
means may be used to comptre MILITARY responses tdhe overall Navy. Many items on
the military CEOSHsurvey arealso onthe NEOSH survey, however several new itermave
been added to the CEOSH at BUPERS direction. These include items on Extremist/Hate Groups
and Harassment amslcohol. Normsare not currenthavailable for these newtems, but they
will be added to future administrations of the NEOSH Survey.

The normghat areavailable provide comparisatata thatCATs can use t@ssess how
the attitudes omilitary personnel at their local commaodmpare to those of the entire Navy.
Norms are presented for total respondents and by race/gtimip, gender, officer/enlisted, and
paygrade/rank. Since some itemare factual, "yes," "no," and "don't know/ragiplicable,"
percentages are shown.

Whencomparingthe results ofthe military CEOSHsurvey to theNavy-wide norms, the
team shouldhighlight the items that differ by at least .5 above or belatve NEOSH survey
norms (10 percentage points above or below for factual items). If differences greater than 1.0 (or
20 percentage pointgye found, th€AT should emphasizéese discrepancies in the feedback
to theCO, since it is unlikelyhat they occurregimply due to chance or errolComparisons
between responses of groupdesfisthan 10 and th&lIEOSHsurvey norms should be made with
extreme caution. Because of temall number of respondents, the chances for inaccurate
conclusionsare high. Ingeneralthe smallerthe command-level comparison groupe greater
the chances of error in comparisons to Navy-wide norms.

Many commandwvill not be satisfietvith matchingthe Navynorms,but strive for a
higher goal. Other commands may exist or work in harsh environments where attaining the
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Navy-wide norms is difficult. Thgoal should be&ontinuous improvement. Thubge results of
one year's surveghould be compared to prior yearssee ifgainshave been made. Together
with the other data gathered by BAT, the CEOSHsurvey carhelp determine a command's
success at attaining the Navy's stated goal of providing equal opportunity for all its personnel.

While normsare notavailable for civilian surveyata, thecivilian responsesan be
compared to those of military personnsing TOPCAT. While these comparisorselimited to
those items orthe first five survey moduleshey nonetheless cgmrovide somecontext for
interpreting the civilian survey findings.

Making Recommendations: Linking Survey Results to Change

An EO survey is not an end in itself. In some ways, it ighgsbeginning. If the survey
is to be a “catalyst for change” tihesults must be translated into actions aimed at “fixing” the
EO-related concerns raised in the survey. At the very leasteshtis should be summarized
and publicized throughout the command.

While some people who do surveyr® hesitant to makecommendations, clear, action-
oriented recommendatiorsre aressential step in the entire survey process. rnraking
recommendations, however, tBAT should becareful to base recommendatidiimly on the
data. Often, the best recommendatiars those that lead tuick andtimely actions. To be
effective, the recommendations ammgplemented actions based tre CEOSH survey results
must be followed up. The CAT or designated membetiseafommand or unitan serve as part
of a “follow-up task force.”

The job of the task force is to record and publicize eacheofecommendationassist in
developing clear action plansgt timetables tenact thechanges, develop a tracking system to
monitor the progress of implementation, and evaltisesuccess dailure ofthe changes. One
of the bestways to evaluate¢he success (dailure) of changes based dhe results of the
CEOSH survey is to do another survey. Sufficient time (eygeag must pass, howevedgefore
the impact of any changesan berealized. Also, a commitment to do follow-up EO surveys
helps the survey process be viewed as a vehicle for constant improvement rather tltareas a
time wonder.”

It has been found that the lack of cleecommendationsan createynicismthat may
hamper future efforts to do EO or other types of command surveys with either militavifiam
personnel. Thughere aredangers associated witloing nothing withthe results ofthe CEOSH
survey. Without a clear process for follow-a@me can end uwith little improvement, poor
communication, frustration, and disillusioned personnel. If suaftey survey is conductealith
no visible action planning, command persomitlsoon becomalisenchanted with this process,
and future participation and involvement will decline.

Finally, althoughthe command EO survey involves much timed effort to administer
and analyze, it is important to realiteat the survey i®nly one step in the ten steGMEO
assessment process. It is inappropriat€Cdts to administethe survey and, after tluata are
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analyzed, considehat they have completed tlassessment process. Althoubk surveydata
clearly are essential to getting agccurateview of the command’s EO climatehey oftenonly
tell part of the story. To do the CMEO assessment correctly and in accowdémé&avy policy
requires doin@ll the steps of the process and not just some of them.
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Command Equal Opportunity/Sexual Harassment (CEOSH) Survey

MILITARY VERSION

You are being asked to complete this survey as part of an effort to assess the Equal Opportunity
Climate at this command. Do not put your name on this survey. No one will be able to match your
answers to you, so please answer all questions honestly. After completing the survey, return it to the
designated collection area or to your survey administrator.

Circle the number to show your answer to each question.
DEMOGRAPHICS

Are you:

1. Female
2. Male

The next two items are based on the standard DoD race and ethnic categories. If you are of mixed
heritage, please select the race/ethnic group with which you MOST closely identify.

Are you:

White
Black

Asian/Pacific Islander
Other (e.g., Native American)

PoODPE

Are you of Spanish/Hispanic/Latino origin or descent?

1. No, not Spanish/Hispanic/Latino
2. Yes, Spanish/Hispanic/Latino

Select your current Paygrade:

El1-E3

E4 - E6

E7 - E9

W1-W4

01-03

04 - 06 (and above)

oukwNE



INSTRUCTIONS

The following questions ask how much you agree or disagree with a statement. Pick the answer that
best fits your opinion, and circle its number.

ADVANCEMENT

1.

| usually get the recognition | deserve.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

This command recommends people who deserve it for promotion/advancement.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

I have to work harder to get promoted/advanced than other people do.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

DISCRIMINATION

1. People of different racial/ethnic groups generally get along at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Discrimination against Blacks is common at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A



3. Discrimination against Hispanics is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. Discrimination against other minorities (e.g., Asian/Pacific Islanders) is common at this
command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. Discrimination against Whites is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

6. Discrimination against women is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

7. Discrimination against men is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

GRIEVANCES/COMPLAINTS

1. The Chain of Command here is an effective way to resolve equal opportunity problems.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



2. | feel free to report unfair treatment at this command without bad things happening to me.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

3. A grievance/complaint would be given a fair hearing at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

4. | know at least one individual not in my Chain of Command whom | can approach for

advice/assistance if | were experiencing discrimination or sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

SEXUAL HARASSMENT

1. Sexual harassment is occurring at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

2. Actions are being taken at this command to prevent sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

3. The leadership at this command enforces the Navy's policy on sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A



4. Sexual harassment training is taken seriously at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. | feel free to report sexual harassment without fear of bad things happening to me.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

EO/SH TRAINING

1. | have received Equal Opportunity training at this command in the past year.
Yes No Don't Know/NA

2. | have received training at this command about the prevention of sexual harassment.
Yes No Don't Know/NA

3. This command has a Command Managed Equal Opportunity (CMEQ) program.

Yes No Don't Know/NA

MILITARY-SPECIFIC ITEMS
RETENTION/TRANSITION

1. This command provides the information people need to make decisions about staying in the
Navy.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

2. My experiences at this command have encouraged me to stay in the Navy.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



3. | plan to leave the Navy because | am dissatisfied.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. | was favorably impressed with the quality of my transition into this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

DISCIPLINE

1. The discipline system at this command is fair.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

2. Race/ethnic group makes no difference when punishment is given at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

3. Minorities at this command get harsher punishment than others who commit the same
offenses.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. Minorities at this command seem to get sent to Captain's Mast more often than others who
commit the same offenses.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



EXTREMIST/HATE GROUPS
Extremist/hate group organizations support supremacist causes, attempt to create illegal discrimination

based on race, creed, color, gender, religion, or national origin; and advocate the use of force or
violence, or otherwise engage in efforts to deprive individuals of their civil rights.

1. | am aware of this command'’s policy on participation in extremist/hate group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

2. Extremist/hate group activity is not tolerated at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

3. Extremist/hate group activity is occurring at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. | have seen extremist/hate group material (e.g., fliers, announcements, tattoos) at this
command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. While at this command, | have been asked by another person to participate in extremist/hate
group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



6. While at this command, | have been the target or victim of extremist/hate group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

7. 1 know someone assigned to this command who is a member of an extremist/hate group.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

ALCOHOL AND HARASSMENT

1. Alcohol is a cause of sexual harassment at this command.

Neither Not
Strongly Agree nor Strongly Applicable/
Disagree Disagree Disagree Agree Agree Don't Know
1 2 3 4 5 N/A

2. Alcohol is used as an excuse for sexual harassment that occurs at this command.

Neither Not
Strongly Agree nor Strongly Applicable/
Disagree Disagree Disagree Agree Agree Don't Know
1 2 3 4 5 N/A



COMMAND SPECIFIC QUESTIONS

1. What equal opportunity training, programs, or events at this command do you think are the most
effective?

2. What equal opportunity training, programs, or events at this command do you think are the least
effective?

3. Are there other equal opportunity issues or problems at this command that were not included in the
survey?  What are they?

You have finished the survey. Thank you very much for your help. Please return the survey to
your survey administrator.
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Note: These norms are to be used in conjunction with CATSYS 4.0 (Military). Norms
are not available for Civilian items.



Command Equal Opportunity/Sexual Harassment (CEOSH) Survey
1997 Navy-Wide Norms

Total Navy
ADVANCEMENT Mean
Q1 Get recognition deserved 3.18
Q2 Recommends people 3.52
*Q3 Work harder than others 2.99

Module Mean 3.23

DISCRIMINATION

Q1 People get along 4.04
*Q2 Discrimination against Blacks 4.19
*Q3 Discrimination against Hispanics 4.23
*Q4 Discrimination against other minorities 4.24
*Q5 Discrimination against whites 4.13
*Q6 Discrimination against women 4.10
*Q7 Discrimination against men 4.13

Module Mean 4.15

GRIEVANCES/COMPLAINTS

Q1 Command resolves EO 3.60
Q2 Feel freeto report 3.47
Q3 Fair hearing 3.53
Q4 Know individual for advice 4.10

Module Mean 3.68

SEXUAL HARASSMENT

*Q1 SH is occurring 3.62
Q2 Actions taken to prevent 4.03
Q3 SH enforced by leaders 4.08
Q4 Training taken seriously 3.87
Q5 Feel free to report SH 3.80

Module Mean 3.88

*|tem has been reverse scored.



**EQ/SH TRAINING Percent
Q1 Received EO training

YES 75

NO 21

DK 5
Q2 Received SH training

YES 91

NO 7

DK 1
Q3 Command has CMEO program

YES 75

NO 2

DK 23

MILITARY-SPECIFIC ITEMS

RETENTION Mean
Q1 Provides needed information 3.30
Q2 Experiences encourage stay 2.60
*Q3 Dissatisfied with Navy 3.26

Q4 Impressed with transition —
Module Mean 3.05

DISCIPLINE

Q1 Disciplineisfair 3.45

Q2 Punishment not racial 3.90
*Q3 Harsher punishment 4.08
*Q4 Minorities to Captain's Mast 4.09

Module Mean 3.88

*1tem has been reverse scored.
**Factual Items may not sum to 100% due to rounding.
®Norms for these items not currently available.
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EXTREMIST/HATE GROUPS Mean

Q1 Aware of command policy 3.91

Q2 Extremist act. not tolerated 4.23
*Q3 Extremist act. occurring 4.04
* Q4 Seen extremist material 4.15
*Q5 Asked to participate in ext. 4.44
*Q6 Target of extremist act. 441
*Q7 Know extremist 4.32

Module Mean 4.21

ALCOHOL AND HARASSMENT

*Q1 Alcohol cause of SH I
*Q2 Alcohol excuse for SH ---8
Module Mean  ---2

*1tem has been reverse scored.
®Norms for these items not currently available.



Command Equal Opportunity/Sexual Harassment (CEOSH) Survey
1997 Navy-Wide Norms
Racial/Ethnic Group

White Black Hispanic Asian/Pac Is
ADVANCEMENT Mean
Q1 Get recognition deserved 3.26 2.92 3.11 3.19
Q2 Recommends people 3.58 3.32 3.41 3.55
*Q3 Work harder than others 3.16 2.56 2.75 2.58
Module Mean 3.33 2.93 3.09 3.11
DISCRIMINATION
Q1 People get along 412 3.80 3.97 3.92
*Q2 Discrim. against Blacks 4.44 3.32 401 3.97
*Q3 Discrim. against Hispanics 4.45 3.50 3.93 3.98
*Q4 Discrim. against other minorities 4.45 3.60 3.96 3.77
*Q5 Discrim. against Whites 4.16 4.03 4.09 4.08
*Q6 Discrim. against women 4.24 3.67 3.91 3.98
*Q7 Discrim. against men 4.21 3.87 4.06 4.05
Module Mean 4.30 3.68 3.99 3.96
GRIEVANCES/COMPLAINTS
Q1 Command resolves EO 3.67 3.25 3.63 3.78
Q2 Feel freeto report 3.53 3.16 3.45 3.59
Q3 Fair hearing 3.62 3.09 3.56 3.64
Q4 Know individual for advice 4.14 3.97 4.09 4.00
Module Mean 3.74 3.37 3.68 3.75
SEXUAL HARASSMENT
*Q1 SH is occurring 3.72 3.29 3.54 3.57
Q2 Actions taken to prevent 4.04 3.96 4.10 4.05
Q3 SH enforced by leaders 412 3.89 412 4.14
Q4 Training taken seriously 3.90 3.72 3.90 3.99
Q5 Feel free to report SH 3.82 3.70 3.81 3.86
Module Mean 3.92 3.71 3.89 3.92

*|tem has been reverse scored.



White Black Hispanic Asian/Pac Is

**EQ/SH TRAINING Percent

Q1 Received EO training
YES 77 67 72 76
NO 18 29 23 18
DK 5 4 5 6

Q2 Received SH training
YES 92 89 91 92
NO 7 8 8 7
DK 1 3 1 1

Q3 Command has CMEO program

YES 76 71 72 78
NO 2 3 3 1
DK 22 26 25 21

MILITARY-SPECIFIC ITEMS

RETENTION Mean
Q1 Provides needed information 3.37 3.03 3.24 3.39
Q2 Experiences encourage stay 2.59 2.43 2.65 3.01
*Q3 Dissatisfied with Navy 3.31 3.09 3.18 3.31
Q4 Impressed with transition -8 -8 -8 -8
Module Mean 3.09 2.85 3.01 3.24
DISCIPLINE
Q1 Disciplineisfair 3.49 3.19 3.52 3.62
Q2 Punishment not racial 4.06 3.31 3.82 3.84
*Q3 Harsher punishment 4.34 3.23 3.76 3.70
*Q4 Minorities to Captain's Mast 4.33 3.35 3.76 3.80
Module Mean 4.06 3.27 3.72 3.74

*1tem has been reverse scored.
**Factual Items may not sum to 100% due to rounding.
®Norms for these items not currently available.



White Black Hispanic Asian/Pac Is

EXTREMIST/HATE GROUPS Mean
Q1 Aware of command policy 3.99 3.64 3.83 3.76
Q2 Extremist act. not tolerated 4.29 3.99 4.26 4.10
*Q3 Extremist act. occurring 4.13 3.72 3.99 3.88
*Q4 Seen extremist material 4.26 3.84 3.93 3.99
*Q5 Asked to participate in ext. 4.45 4.45 4.37 4.31
*Q6 Target of extremist act. 4.45 4.35 4.36 4.23
*Q7 Know extremist 4.37 4.16 4.32 4.20
Module Mean 4.28 4.02 4.15 4.07

ALCOHOL AND HARASSMENT

*Q1 Alcohol cause of SH -2 ---a -2 _-a
* Q2 Alcohol excuse for SH — ---f e ---°
Module Mean ---2 _— -2 ...a

*1tem has been reverse scored.
®Norms for these items not currently available.



Command Equal Opportunity/Sexual Harassment (CEOSH) Survey
1997 Navy-Wide Norms

Gender
Male Female
ADVANCEMENT Mean
Q1 Get recognition deserved 3.19 3.12
Q2 Recommends people 3.55 3.33
*Q3 Work harder than others 2.99 2.93
Module Mean 3.34 3.13
DISCRIMINATION
Q1 People get along 4.06 3.92
*Q2 Discrimination against Blacks 421 4.06
*Q3 Discrimination against Hispanics 4.25 411
*Q4 Discrimination against other minorities 4.26 4.10
*Q5 Discrimination against Whites 4.13 411
*Q6 Discrimination against women 4.19 3.57
*Q7 Discrimination against men 4.12 4.25
Module Mean 4.17 4.01
GRIEVANCES/COMPLAINTS
Q1 Command resolves EO 3.63 3.40
Q2 Feel freeto report 3.50 3.25
Q3 Fair hearing 3.56 3.34
Q4 Know individual for advice 4.09 4.14
Module Mean 3.70 3.53
SEXUAL HARASSMENT
*Q1 SH isoccurring 3.69 3.19
Q2 Actions taken to prevent 4.05 3.94
Q3 SH enforced by leaders 4.10 3.96
Q4 Training taken seriously 3.89 3.78
Q5 Feel free to report SH 3.83 3.60
Module Mean 3.91 3.69

*|tem has been reverse scored.



Male Female

**EQ/SH TRAINING Percent
Q1 Received EO training
YES 75 75
NO 21 21
DK 5 3

Q2 Received SH training

YES 91 91
NO 7 8
DK 1 0

Q3 Command has CMEO program

YES 75 75
NO 2 3
DK 23 23

MILITARY-SPECIFIC ITEMS

RETENTION Mean
Q1 Provides needed information 3.33 3.07
Q2 Experiences encourage stay 2.61 2.49
*Q3 Dissatisfied with Navy 3.26 3.25
Q4 Impressed with transition -8 -8
Module Mean 3.07 2.94
DISCIPLINE
Q1 Disciplineisfair 3.48 3.20
Q2 Punishment not racial 3.93 3.69
*Q3 Harsher Punishment 4.10 3.90
*Q4 Minorities to Captain's Mast 411 3.94
Module Mean 3.91 3.68

*1tem has been reverse scored.
**Factual Items may not sum to 100% due to rounding.
®Norms for these items not currently available.



EXTREMIST/HATE GROUPS

Q1 Aware of command policy

Q2 Extremist act. not tolerated
*Q3 Extremist act. occurring
* Q4 Seen extremist material
*Q5 Asked to participate in ext.
*Q6 Target of extremist act.
*Q7 Know extremist

Module Mean

ALCOHOL AND HARASSMENT
*Q1 Alcohol cause of SH
*Q2 Alcohol excuse for SH
Module Mean

*|tem has been reverse scored.

®Norms for these items not currently available.

B -
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<
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3.91
4.24
4.05
4.15
4.44
441
4.32
4.22

Mean

Female

3.87
4.16
3.96
4.17
4.44
4.39
4.34
4.19



Command Equal Opportunity/Sexual Harassment (CEOSH) Survey
1997 Navy-Wide Norms
Officer/Enlisted

Officer Enlisted
ADVANCEMENT Mean
Q1 Get recognition deserved 3.72 3.09
Q2 Recommends people 4.04 3.43
*Q3 Work harder than others 3.42 291
Module Mean 3.73 3.14
DISCRIMINATION
Q1 People get along 4.36 3.98
*Q2 Discrimination against Blacks 4.56 4.13
*Q3 Discrimination against Hispanics 4.57 4.17
*Q4 Discrimination against other minorities 4.56 4.18
*Q5 Discrimination against Whites 4.46 4.07
*Q6 Discrimination against women 441 4.04
*Q7 Discrimination against men 4.46 4.07
Module Mean 4.48 4.09
GRIEVANCES/COMPLAINTS
Q1 Command resolves EO 4.09 3.52
Q2 Feel freeto report 4.08 3.36
Q3 Fair hearing 4.09 3.43
Q4 Know individual for advice 4.23 4.07
Module Mean 4.12 3.60
SEXUAL HARASSMENT
*Q1 SH isoccurring 4.08 3.54
Q2 Actions taken to prevent 4.19 4.00
Q3 SH enforced by leaders 4.33 4.04
Q4 Training taken seriously 4.09 3.83
Q5 Feel freeto report SH 4.13 3.74
Module Mean 4.16 3.83

*|tem has been reverse scored.



Officer Enlisted

**EQ/SH TRAINING Percent

Q1 Received EO training
YES 78 74
NO 20 21
DK 2 5

Q2 Received SH training
YES 88 92
NO 11 7
DK 1 1

Q3 Command had CMEO program

YES 86 73
NO 3 2
DK 11 25

MILITARY-SPECIFIC ITEMS

RETENTION Mean
Q1 Provides needed information 3.70 3.23
Q2 Experiences encourage stay 3.15 2.50
*Q3 Dissatisfied with Navy 3.62 3.20
Q4 Impressed with transition -8 -8
Module Mean 3.49 2.96
DISCIPLINE
Q1 Disciplineisfair 411 3.34
Q2 Punishment not racial 4.34 3.83
*Q3 Harsher punishment 4.47 4.01
*Q4 Minorities to Captain's Mast 4.45 4.04
Module Mean 4.34 3.81

*1tem has been reverse scored.
**Factual Items may not sum to 100% due to rounding.
®Norms for these items not currently available.
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EXTREMIST/HATE GROUPS

Q1 Aware of command policy

Q2 Extremist act. not tolerated
*Q3 Extremist act. occurring
* Q4 Seen extremist material
*Q5 Asked to participate in ext.
*Q6 Target of extremist act.
*Q7 Know extremist

Module Mean

ALCOHOL AND HARASSMENT
*Q1 Alcohol cause of SH
*Q2 Alcohol excuse for SH
Module Mean

*|tem has been reverse scored.

®Norms for these items not currently available.

B -

Officer

13

4.06
4.46
4.37
451
4.64
4.63
4.61
4.47

Mean

Enlisted

3.88
4.18
3.98
4.08
4.40
4.37
4.26
4.16



Command Equal Opportunity/Sexual Harassment (CEOSH) Survey
1997 Navy-Wide Norms

ADVANCEMENT
Q1 Get recognition deserved
Q2 Recommends people
*Q3 Work harder than others
Module Mean

DISCRIMINATION

Q1 People get along
*Q2 Discrim. against Blacks
*Q3 Discrim. against Hispanics
*Q4 Discrim. other minorities
*Q5 Discrim. against Whites
*Q6 Discrim. against women
*Q7 Discrim. against men

Module Mean

GRIEVANCES/COMPLAINTS

Q1 Command resolves EO

Q2 Feel freeto report

Q3 Fair hearing

Q4 Know individual for advice
Module Mean

SEXUAL HARASSMENT
*Q1 SH is occurring
Q2 Actions taken to prevent
Q3 SH enforced by leaders
Q4 Training taken seriously
Q5 Feel freeto report SH
Module Mean

*|tem has been reverse scored.

Paygrade/Rank
Officer Enlisted
W2-W4 01-03 04-06 E2-E3 E4-E6 E7-E9
Mean
3.76 3.61 3.86 3.04 3.03 3.53
4.28 3.95 417 3.27 3.38 4.00
3.08 3.51 3.32 2.96 2.85 3.16
3.71 3.69 3.78 3.09 3.09 3.56
4.48 4.32 441 3.89 3.97 4.24
4,52 4,52 4.62 4.05 4.09 4.46
4,53 4,53 4.63 4.07 4.14 4.48
4.49 4,52 4.63 4,12 4.14 4.46
451 4.45 4.46 4.01 4.02 4.44
4.47 4.35 4.48 4.01 3.99 4.37
4.62 4.44 4.48 4.09 4.01 4.34
452 4.45 453 4.03 4.05 4.40
421 3.98 4.23 3.36 3.50 3.91
4.23 3.97 4.22 3.19 3.31 3.93
4.24 3.98 4.24 3.36 3.38 3.80
4.35 4.17 4.32 4.08 4.03 4.28
4.26 4.03 4.25 3.50 3.56 3.98
4.26 4.04 4.10 3.29 3.56 3.93
4.20 414 4.26 3.94 4.00 413
4.37 4.28 4.40 3.87 4.05 4.27
4.20 4.05 4.15 3.74 3.83 4.04
4.13 4.06 4.24 3.56 3.74 4.10
4.23 4.11 4.23 3.68 3.84 4.09

-14



Officer Enlisted
W2-W4 01-03 04-06 E2-E3 E4-E6 E7-E9

**EQ/SH TRAINING Percent
Q1 Received EO training
YES 90 78 76 61 79 82
NO 10 19 22 30 18 17
DK 0 3 2 10 4 1
Q2 Received SH training
YES 94 88 87 89 94 90
NO 6 10 13 8 6 10
DK 0 1 1 4 1 0
Q3 Command has CMEO program
YES 99 87 84 50 79 91
NO 0 2 5 3 2 4
DK 1 12 11 48 19 6
MILITARY-SPECIFIC ITEMS
RETENTION Mean
Q1 Provides needed info. 3.77 3.61 3.83 2.99 3.23 3.72
Q2 Exper. encourage stay 3.03 2.97 3.42 231 2.49 291
*Q3 Dissatisfied with Navy 4.17 3.41 3.89 2.87 3.19 3.83
Q4 Impressed with transition ---2 ---2 ---2 ---2 ---2 ---2
Module Mean 3.66 3.33 3.71 2.72 2.97 3.49
DISCIPLINE
Q1 Disciplineisfair 3.94 4.05 4.23 3.11 3.32 3.91
Q2 Punishment not racial 4.37 4.30 441 3.75 3.79 4.21
*Q3 Harsher punishment 4.36 4.45 452 3.94 3.96 4.37
*Q4 Minorities to Capt.'s Mast 4.34 4.41 4.51 4.00 3.98 4.38
Module Mean 4.25 4.30 4.42 3.70 3.76 4.22

*1tem has been reverse scored.
**Factual Items may not sum to 100% due to rounding.
®Norms for these items not currently available.
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EXTREMIST/HATE GROUPS
Q1 Aware of com. policy
Q2 Ext. act. not tolerated
*Q3 Extremist act. occurring
* Q4 Seen extremist material
*Q5 Asked to participate in ext.
*Q6 Target of extremist act.
*Q7 Know extremist
Module Mean

ALCOHOL AND HARASSMENT

Officer Enlisted
W2-W4 01-03 04-06 E2-E3 E4-E6 E7-E9
Mean
4.31 3.93 4.22 3.64 391 415
451 4.41 453 4.15 416 4.37
4,58 4.33 4.42 3.86 397 420
4.70 4.45 459 3.98 407 4.34
4.71 4.60 4.70 4.33 439 4.60
473 4,58 4.70 4.27 436 457
4.72 4.55 4.68 4.10 4.27 4.55
4.61 441 4.55 4.05 416 4.40

*Q1 Alcohol cause of SH
*Q2 Alcohol excuse for SH
Module Mean

*|tem has been reverse scored.

®Norms for these items not currently available
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Command Equal Opportunity/Sexual Harassment (CEOSH) Survey

CIVILIAN VERSION

You are being asked to complete this survey as part of an effort to assess the Equal Opportunity
Climate at this command. Do not put your name on this survey. No one will be able to match your
answers to you, so please answer all questions honestly. After completing the survey, return it to the
designated collection area or to your survey administrator.

Circle the number to show your answer to each question.
DEMOGRAPHICS

Are you:

1. Female
2. Male

The next two items are based on the standard DoD race and ethnic categories. If you are of mixed
heritage, please select the race/ethnic group with which you MOST closely identify.

Are you:

. White
Black

. Asian/Pacific Islander
. Other (e.g., Native American) (write in)

rw NP

Are you of Spanish/Hispanic/Latino origin or descent?

1. No, not Spanish/Hispanic/Latino
2. Yes, Spanish/Hispanic/Latino

What is your pay category or classification?

1. General Schedule (GS/GM, GG, GJW, etc.)
2. Wage System (WG, WS, WL, WD, WN, etc.)

What is your pay grade?

1-4
5-8
9-12
13 -15, SES

PwnhE



INSTRUCTIONS

The following questions ask how much you agree or disagree with a statement. Pick the answer that
best fits your opinion, and circle its number.

ADVANCEMENT

1.

| usually get the recognition | deserve.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

This command recommends people who deserve it for promotion/advancement.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

I have to work harder to get promoted/advanced than other people do.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

DISCRIMINATION

1. People of different racial/ethnic groups generally get along at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Discrimination against Blacks is common at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A



3. Discrimination against Hispanics is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. Discrimination against other minorities (e.g., Asian/Pacific Islanders) is common at this
command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. Discrimination against Whites is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

6. Discrimination against women is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

7. Discrimination against men is common at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

GRIEVANCES/COMPLAINTS

1. The Chain of Command here is an effective way to resolve equal opportunity problems.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



2. | feel free to report unfair treatment at this command without bad things happening to me.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

3. A grievance/complaint would be given a fair hearing at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

4. | know at least one individual not in my Chain of Command whom | can approach for

advice/assistance if | were experiencing discrimination or sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

SEXUAL HARASSMENT

1. Sexual harassment is occurring at this command.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Strongly
Agree

5

2. Actions are being taken at this command to prevent sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

3. The leadership at this command enforces the Navy's policy on sexual harassment.

Neither
Strongly Agree nor
Disagree Disagree Disagree Agree
1 2 3 4

Strongly
Agree

5

Not
Applicable/Don't Know

N/A



4. Sexual harassment training is taken seriously at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

| feel free to report sexual harassment without fear of bad things happening to me.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

EO/SH TRAINING

1.

2.

| have received Equal Opportunity training at this command in the past year.

Yes No Don't Know/NA

I have received training at this command about the prevention of sexual harassment.

Yes No Don't Know/NA

3. This command has a Command Managed Equal Opportunity (CMEQO) program.

Yes No Don't Know/NA

CIVILIAN-SPECIFIC ITEMS

WORK ISSUES/SUPERVISION

1.

| enjoy working for this organization.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

| enjoy the type of work that | do.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



3. | am satisfied with the working relationships | have on my job.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

4. | feel a strong sense of loyalty to this organization.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

5. | am satisfied with the support and guidance | receive from my supervisor.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

6. | am satisfied with the overall quality of supervision | receive on my job.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

DIVERSITY ISSUES

1. This organization is a fair place to work.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

2. This organization values people with different cultural backgrounds.

Neither
Strongly Agree nor Strongly
Disagree Disagree Disagree Agree Agree
1 2 3 4 5

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A

Not
Applicable/Don't Know

N/A



3. The policies in this organization are designed so that all cultural groups are treated equally.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. Minority employees have little influence or power in this organization.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. There seems to be a lot of friction between individuals from different cultural groups in this
organization.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

6. Itis more difficult for a woman to progress in this organization than it is for a man.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

EXTREMIST/HATE GROUPS
Extremist/hate group organizations support supremacist causes, attempt to create illegal discrimination

based on race, creed, color, gender, religion, or national origin; and advocate the use of force or
violence, or otherwise engage in efforts to deprive individuals of their civil rights.

1. | am aware of this command'’s policy on participation in extremist/hate group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



2. Extremist/hate group activity is not tolerated at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

3. Extremist/hate group activity is occurring at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. | have seen extremist/hate group material (e.g., fliers, announcements, tattoos) at this
command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

5. While at this command, | have been asked by another person to participate in extremist/hate
group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

6. While at this command, | have been the target or victim of extremist/hate group activity.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

7. 1 know someone assigned to this command who is a member of an extremist/hate group.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



ALCOHOL AND HARASSMENT

1. Alcohol is a cause of sexual harassment at this command.

Neither Not
Strongly Agree nor Strongly Applicable/
Disagree Disagree Disagree Agree Agree Don't Know
1 2 3 4 5 N/A

2. Alcohol is used as an excuse for sexual harassment that occurs at this command.

Neither Not
Strongly Agree nor Strongly Applicable/
Disagree Disagree Disagree Agree Agree Don't Know
1 2 3 4 5 N/A



COMMAND SPECIFIC QUESTIONS

1. What equal opportunity training, programs, or events at this command do you think are the most
effective?

2. What equal opportunity training, programs, or events at this command do you think are the least
effective?

3. Are there other equal opportunity issues or problems at this command that were not included in the
survey?  What are they?

You have finished the survey. Thank you very much for your help. Please return the survey to
your survey administrator.
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Suggested Alcohol-Related Questions



SUGGESTED ALCOHOL-RELATED ITEMS FOR USE WITH MILITARY COMMAND EO SURVEYS

ALCOHOL POLICY AND TRAINING
1. 1 am aware of the Navy’s policy about alcohol abuse.
Yes No Don't Know/NA
2. | have attended alcohol-related GNT in the last six months at this command.

Yes No Don't Know/NA

ALCOHOL AND CHAIN OF COMMAND

1. Alcohol-related incidents are promptly addressed by the leadership at this command.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

2. This command deglamorizes (does not promote) alcohol at command functions.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

3. I would feel free to report an alcohol-related incident at this command without fear of reprisal.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. | would feel free to ask for help from my chain of command for an alcohol-related problem.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A



5. This command offers assistance to anyone with an alcohol problem.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

DAPA
1. 1 know who the Drug and Alcohol Program Advisor (DAPA) is at this command.
Yes No Don't Know/NA

2. I'would feel free to contact the DAPA for assistance if | needed it.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

3. This command’s DAPA does a good job in educating the command about alcohol-related
issues.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A

4. This command’s DAPA is supportive of anyone with an alcohol problem.

Neither
Strongly Agree nor Strongly Not
Disagree Disagree Disagree Agree Agree Applicable/Don't Know
1 2 3 4 5 N/A
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